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INTRODUCTION

RCRAInfo is EPA's comprehensive information system, providing access to data supporting the
Resource Conservation and Recovery Act (RCRA) of 1976 and the Hazardous and Solid Waste
Amendments (HSWA) of 1984. The RCRAInfo system enables cradle-to-grave waste tracking of
many types of information regarding the regulated universe of RCRA hazardous waste handlers.
RCRAInfo characterizes facility status, regulated activities, and compliance histories in addition
to capturing detailed data on the generation of hazardous waste from large quantity generators
and on waste management practices from treatment, storage, and disposal facilities.

RCRAINFO USER ADVANTAGES

RCRAINnfo Version 6 (V6) is EPA's latest iteration of the RCRAInfo software. V6 offers an upgrade
in technology and a new look-and-feel to the user interface. Some of the advantages that users
will realize are:

e Expanded Accessibility

e Simplified Data Entry and Retrieval

¢ Improved Data Management and Ownership
e Enhanced Data Presentation

One significant advantage of V6 is the expanded accessibility. Users will be able to access
RCRAINnfo from nearly any device (desktops, laptops, tablets, and smartphones), as well as from
all popular browsers (Internet Explorer, Chrome, Safari, FireFox, and Opera).

The new look-and-feel of the user interface will enhance the user experience and foster
consistency throughout the data. Features such as type-ahead, yes/no slide boxes, and multi-
select drop-down lists will simplify the data entry process. V6 also incorporates a "save as you
go" feature that allows users to save incomplete data until such time that the information can
be completed. As always, business rules are enforced by the application to ensure the
correctness of all data entered.

In previous versions of RCRAInfo, a data record was owned by a single entity (Region or State)
and only a user associated with that entity could manipulate that record. In V6, complete
ownership of the data has been given to the appropriate entity whereby if the entity feels it
appropriate to give access of their data to a user outside of their entity, they have the capability
to do so. For example, if Vermont owns their handler data, but wants to allow Region 1 to also
manipulate this data, Vermont can grant Region 1 the permissions to do just that.

V6 also improves data viewing for program staff and management. The new screens provide
superior data presentation for on-line viewing of the data, often eliminating the need to
generate and print a report.



INTRODUCTION



General Help

GENERAL HELP INTRODUCTION

This section of RCRAInfo Help contains general information about RCRAInfo and the RCRAInfo on-line
application. This section includes a glossary of terms, various guidance documents, and other relevant
material.
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Terms and acronyms beginning with the letter:
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Accumulation: A site that does not hold RCRA Interim Status or a RCRA permit may accumulate
hazardous waste for a short period of time before shipping it off-site. The waste must be accumulated
in either tanks or containers; it may not be accumulated in surface impoundments. Generators of more
than 1,000 kg (2,200 lbs) of hazardous waste per month may accumulate their waste for up to 90 days
before shipping it off-site. Generators of 100 kg (220 Ibs) to 1,000 kg (2,200 Ibs) of hazardous waste per
month may accumulate their waste for up to 180 days before shipping it off-site. If the nearest
treatment, storage, disposal, or recycling facility to which they can send their waste is more than 200
miles away, they may accumulate their waste for 270 days. See 40 CFR 262.34.

Active Site Status: The "Active Status" field in HREPORT_UNIV indicates whether or not the handler is
an active hazardous waste site according to current RCRAInfo data. This Active/Inactive flag, also
known as HPACS, indicates whether the site conducts Handler, Permitting, Corrective Action, Converter,
and/or State Activities. If RCRAInfo data reflects that a site conducts any of these five activities, the
corresponding letter will appear in the site's HPACS flag. For example, a site that conducts Handler
Activities and Corrective Action Activities will be set as "H-A--". Note: The Active/Inactive designation
is based on the data CURRENTLY in the RCRAInfo database. This designation is meant to indicate
whether a site is likely an active site, or likely an inactive site. It has no legal significance.

Activity Location: The State where the reported activity occurred.
Airbag Waste : Any hazardous waste airbag modules or hazardous waste aigbag inflators.

Airbag Waste Collection Facility: Any facility that receives airbag waste from airbag handlers subject to
regulation under 40 CFR 261.4(j), and accumulates the waste for more than ten days.

Airbag Waste Handler: Any person, by site, who generates airbag waste that is subject to regulation
under 40 CFR 261.4(j).

Acute Hazardous Waste: Any hazardous waste with an EPA hazardous waste code beginning with the
letter "P" (40 CFR 261.33(e)) or any of the following "F" codes: F020, FO21, F022, F023, F026, and F027
(40 CFR 261.31). These wastes are subject to stringent quantity standards for accumulation and
generation (40 CFR 261.5(e)).
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Area: A geographically-defined area with a facility.

ASTSWMO: The Association of State and Territorial Solid Waste Management Officials
(www.astswmo.org).

Authority: The documentation and legal force driving the corrective action process (e.g., an operating
permit, a judicial order, or consent order).

Authorized State: A State that has obtained authorization from the EPA to direct its own RCRA
program.
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BARRT: Basic RCRAInfo Reporting Tool. This tool enables RCRAInfo users to build ad-hoc queries via a
point and click interface.

Biennial Report (BR): EPA, in partnership with the States, collects information every odd year,
regarding the generation, management, and final disposition of hazardous wastes regulated under the
Resource Conservation and Recovery Act of 1976 (RCRA), as amended. The Biennial Report, formally
called The National Biennial RCRA Hazardous Waste Report, is published to communicate to the public,
government agencies, and the regulated community the findings of EPA's data collection efforts.

Biennial Report Module: See Waste Activity Monitoring (WAR) Module.

Biennial Reporting System (BRS): The Biennial Reporting System (BRS) is a legacy national system that
collected data on the generation, management, and minimization of hazardous waste. BRS captured
detail data on the generation of hazardous waste from large quantity generators and data on waste
management practices from treatment, storage, and disposal facilities. This data was collected every
odd year. The functionality of this system now exists in Commercial Off-the-Shelf Systems and
Government Off-the-Shelf Systems, but the data collected resides in RCRAInfo.

BIF: Boilers and Industrial Furnaces (40 CFR Part 266, Subpart H).

Broader-in-scope: In order for States to become authorized, their programs must be at least as
stringent as the Federal program; but they can also be more stringent than the Federal program (See
definition of more-stringent-than below) or they can be broader-in-scope. A broader-in-scope program:
1) allows States to regulate more entities or wastes than the federal code; or 2) adds an aspect to a
State's statutes or regulations for which there is no federal counterpart. Example: Large Quantity
Generators (LQGs) are defined under federal regulation as facilities that generate: greater than 1,000 kg
of hazardous waste per calendar month OR greater than 1 kg of acute hazardous waste per calendar
month. In the federal program, PCBs are not included in the above definition. The State of New York is
broader-in-scope in that to determine the quantity of waste generated per month, they include PCBs
and, if the quantity is more than 1,000 kg, it is an LQG under New York's program.
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BR: See Biennial Report.

BRS: See Biennial Reporting System.

Business Rule: A rule that will be applied to the collection, tracking, or interpretation of information.
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CA: See Corrective Action or Corrective Action Module.

CAFO: Consent Agreement / Final Order usually used in connection with multi-site enforcement
actions.

CBI: See Confidential Business Information.

CDX: Central Data Exchange.

CESQG: See Conditionally-Exempt Small Quantity Generator.

CFR: See Code of Federal Requlations.

CG: Change Management Coordination Group.

Citation: The specific statutory or regulatory provision providing legal authority for imposition of
requirements.

Closure: In 40 CFR Part 264, Subpart G, EPA promulgated regulations requiring owners or operators to
provide for the proper closure of hazardous waste management facilities. Under 40 CFR 264.112 and
264.118 owners or operators are required to maintain closure plans at the facilities, amend the closure
plans and notify EPA when appropriate, and submit these plans to EPA when necessary. Other closure
requirements under Subpart G include requiring owners or operators to:

e Demonstrate that they can comply with specific regulations, if requesting an extension for
treatment, storage, or removal of hazardous waste;

e Demonstrate that they can comply with specific regulations, if requesting an extension for
completing closure activities under an approved closure plan;

e Demonstrate that they can comply with specific regulations, if requesting an allowance to
receive non-hazardous waste after the final receipt of hazardous waste;

e Certify that a facility has been closed in accordance with the approved closure plans;

e Submit a certified survey plat;

e Submit a record of the type, location, and quantity of hazardous wastes disposed of at the
facility;

e Record a notation on the property deed according to the requirement in 264.119(b)(1), submit
certification of this notation, and request a modification to the post-closure permit, if
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necessary.

Closure Workload Universe: Any facility with units that are closing. Facilities are included in
the universe up to the time that closure certification is verified by the Agency. This universe
does not include facilities that have completed closure and been verified by the Agency (i.e.,
certified clean closed or certified closed with waste in place) and those facilities going through
post-closure. Designed for reports to evaluate the workload related to closure. The universe is
split into six (6) sub-universes indicating type of facility: Land Disposal, Incinerator, BIF,
Storage, Treatment, and Solid Waste Management Unit.

CM&E: See Compliance Monitoring and Enforcement Module.

CMP: Change Management Process.

Code of Federal Regulations (CFR): Codification of the general and permanent rules published
in the Federal Register by the Executive departments and agencies of the Federal Government.
The Code is divided into 50 titles which represent broad areas subject to Federal regulation.
Each title is divided into chapters that usually bear the name of the issuing agency. Each
chapter is further subdivided into parts covering specific regulatory areas. The CFR title
applicable for the Hazardous Waste Report is "40", as in "40 CFR 262.34."

Co-generator: All parties that contribute to the generation of a waste or cause the waste to
become subject to regulation. Depending on the situation, the operators or the owners of a
process unit or material and the persons who remove the waste from process units may
assume individual or collective responsibilities of a generator. Any party that is a co-generator
is jointly and severally liable as the generator.

College or University: To participate in Subpart K, you are an eligible college or university if
you are a private or public, post-secondary, degree-granting, academic institution, that is
accredited by an accrediting agency listed annually by the U.S. Department of Education.

Compliance Monitoring: Inspections, information gathering, and other mechanisms by which
EPA ensures that handlers comply with regulations. Compliance monitoring also helps EPA
evaluate the effectiveness of legal actions that may have been taken against a handler, gather
data in support of future rule-making, evaluate the effectiveness of State programs, and
monitor national compliance with RCRA.

Compliance Monitoring and Enforcement Module: The module in RCRAInfo used to maintain
compliance monitoring data (e.g., evaluation and violation data) and enforcement data (e.g.,
information on agencies beyond RCRA participating in the enforcement action, enforcement
milestones, penalties, and payments).
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Conditionally-Exempt Small Quantity Generator (CESQG): A facility is a conditionally-exempt
small quantity generator if they:
1. generate 100 kg (220 pounds) or less of hazardous waste in any single month, and
accumulate 1,000 kg (2,200 pounds) or less of hazardous waste at any time;
2. generate 1 kg or less of acutely hazardous waste in any single month, and accumulate at
any time:
e 1kg (2.2 pounds) or less of acutely hazardous waste; or

e 100 kg (220 pounds) or less of any residue or contaminated soil, waste, or other
debris resulting from the cleanup of a spill, into or on any land or water, of acutely
hazardous waste.
3. generated 100 kg (220 pounds) or less of any residue or contaminated soil, waste, or
other debris resulting from the cleanup of a spill, into or on any land or water, of
acutely hazardous waste in any single month, and accumulate at any time:
e 1kg (2.2 pounds) or less of acutely hazardous waste; or

e 100 kg (220 pounds) or less of any residue or contaminated soil, waste, or other
debris resulting from the cleanup of a spill, into or on any land or water, of acutely
hazardous waste.

Confidential Business Information (CBI): Information a facility does not wish to make available
to the general public for competitive business reasons. CBI may be claimed for certain
information in your submittal. A claim may be made in accordance with 40 CFR Part 2, Subpart
B.

Confidentiality: "Confidentiality" refers to preventing the unauthorized or inappropriate
disclosure of information. Information requiring protection from unauthorized disclosure
includes confidential commercial business information, confidential Agency business
information, Privacy Act information, law enforcement confidential information, procurement-
sensitive information, budgetary information prior to OMB release, and information exempt
from disclosure under the Freedom of Information Act.

Contiguous: Being in actual contact: touching along a boundary or at a point. (See on-site).

Controls in Place: The "Controls in Place" field indicates whether institutional (CA770) and/or
engineering (CA772) controls are in place for the handler. A "Y" in this field indicates that
controls are in place. An "N'in this field indicates that controls are not in place.

Converter TSDF Universe: This universe includes former TSD units: 1) that have not yet clean
closed as TSD units; and 2) for which the Agency has accepted notification that the units no
longer conduct activities that require a TSD permit. The universe is split into six (6) sub-
universes indicating type of facility: Land Disposal, Incinerator, BIF, Storage, Treatment, and
Solid Waste Management Unit.

Corrective Action (CA): The Corrective Action program addresses the cleanup of hazardous




RCRAInfo Help and Guidance

waste releases at RCRA-regulated sites. The corrective action program is one of the primary
mechanisms to facilitate cleanup of contamination at treatment, storage, and disposal facilities
(TSDFs).

Corrective Action Event: A specific activity encountered or undertaken to facilitate cleanup of
contamination at treatment, storage, and disposal facilities (TSDFs).

Corrective Action Module: The module in RCRAInfo used to maintain corrective action
authority, area, and event data gathered from hazardous waste handlers having or suspected
of having a hazardous waste release. The corrective action module is also used to produce
standard reports that assist in the management of the corrective action program.

Corrective Action Workload Universe: Includes all regulated treatment, storage, and disposal
facilities (TSDFs) and all facilities actively engaged in the corrective action process.

Cost Estimate: An estimate contained in the permit application, in current dollars, of the cost
for closing the treatment, storage, and disposal facility (TSDF) and performing post-closure.

CROMERR: Cross-media Electronic Reporting Rule published on October 13, 2005, and became
effective on January 11, 2006. Submissions to RCRAInfo via myRCRAId are subject to this rule.
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Data Administrator: A user who has administrator permissions for at least one data module (Handler,
CMA&E, Corrective Action, Permitting, Financial Assurance, and/or GIS).

Data Element Dictionary (DED): Defines the basic organization of the RCRAInfo database. The DED
consists of various PDF reports for each table in the database. The reports detail the names and types
of each field within the table, as well as the relationships between tables. Note: The DED contains a
separate glossary of terms unique to the DED.

Day Zero: The date that all information is avilable to make a determination of the compliance status of
the site, but should be no later than 90 days after the evaluation start date. This term is synonymous

with evaluation end date.

DED: See Data Element Dictionary.

DSW: Definition of Solid Waste.

Top of Page
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e-Authentication Initiative: Agency initiative to use information for capacity planning,
recruitment of third party credential service providers (CSPs), and in funding/billing of e-
Authentication services. It also supports Agency compliance with OMB Memorandum M-04-
04, "E-Authentication Guidance for Federal Agencies."

EC: Environmental Controls

ECOS: Environmental Council of the States (www.ecos.org).

EDSC: Environmental Data Standards Council (www.epa.gov/fem/data standards.htm).

Emergency RCRA EPA ID Number: A number issued to waste generators and transporters
during spills and other unanticipated events.

EN: Exchange Network (www.exchangenetwork.net).

Enforcement Action: An action taken (i.e., administrative action or civil action) to compel a
non-compliant handler to comply with RCRA's waste handling standards, record-keeping, or
reporting requirements, and/or to monitor and respond to releases of hazardous wastes and
constituents.

Enforcement Sensitive: Enforcement sensitive actions may include 400 series actions
(Civil/Judicial Referrals), 700 series (Criminal Actions), and 810/820 actions (State-to-EPA
Referrals/EPA-to-State Referrals). For a complete definition, see Enforcement Sensitive

Definition.

ENLC: Exchange Network Leadership Council
(http://www.exchangenetwork.net/about/network-management/exchange-network-
leadership-council).

Entity Relationship Diagram (ERD): A diagram which graphically displays the tables and data
elements within the individual modules of RCRAInfo and demonstrates the relationships
between the various tables.

EPA Identification Number: The number assigned by the EPA to any of the following types of
sites:

e hazardous waste generator;

e hazardous waste transporter;

e treatment, storage, or disposal facility;

e United States importer of hazardous waste;

e mixed waste (hazardous and radioactive) generator;

e recycler of hazardous waste;

e exempt boiler and/or industrial furnace burning or processing hazardous waste;
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e large quantity handler of or destination facility for universal wastes;

o disposer of hazardous waste with an underground injection permit;

e used oil transporter;

e used oil processor/re-refiner;

o off-specification used oil fuel burner;

e used oil fuel marketer;

¢ eligible academic entity managing laboratory hazardous waste under Subpart K;
e undergoing corrective action; or

e managing hazardous secondary material.

Episodic Generator: A generator who periodically changes generator category by exceeding or
falling below its normal generation limits in any given calendar month.

ERP: Enforcement Response Policy
(https://www.epa.gov/sites/production/files/documents/finalerp1203.pdf).

Evaluation: A physical inspection or record review of hazardous waste activity at a given
facility.

Event: See Permitting Event or Corrective Action Event.
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Facility: A facility that generates, treats, stores, or disposes of hazardous waste regulated
under RCRA Subtitle C. This term in the RCRA regulations means TSD facilities. (Not as broad
as the term "handler", but sometimes used interchangeably with handler.)

Federally-Regulated TSDF Universe: Includes TSDFs subject to Federal RCRA TSDF (or
authorized State Hazardous Waste Program) regulations, permits, and orders. Federally-
regulated TSDFs include units that are classified under a permit, classified under a 3008(h),
3013, or 7003 order, referred for corrective action, or identified as being operated illegally. A
site is considered a federally-regulated TSDF until all it's TSD units have been verified as having
completed clean closure or post-closure care, or have been referred to CERCLA, or Superfund.
The universe is split into six (6) sub-universes indicating type of facility: Land Disposal,
Incinerator, BIF, Storage, Treatment, and Solid Waste Management Unit.

Financial Assurance: A requirement of owners or operators of regulated TSDFs to
demonstrate financial responsibility for closure and post-closure care, third party liability, and
when necessary, corrective action.

Financial Assurance Module: The module in RCRAInfo used to maintain financial assurance
data (e.g., cost estimates and mechanisms).
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Fixed IOR: Implemented for data elements in which one agency (State or Region) is completely
responsible.

Form GM: Form submitted by generators and TSDFs as part of the The National Biennial RCRA
Hazardous Waste Report. Form GM summarizes on-site RCRA hazardous waste generation and
management for the reporting year. One Form GM is submitted for each generated and/or
managed hazardous waste that is required by law to be reported.

Form Ol: Form submitted by any site required to file the Hazardous Waste Report and which
received hazardous waste from off-site or sent hazardous waste off-site during the reporting
year. The Form Ol must be submitted only if required by the State agency. Form Ol documents
the names and addresses of off-site installations and transporters. Form Ol information is not
stored in RCRAInfo and this data is not used in The National Biennial RCRA Hazardous Waste
Report.

Form WR: Form submitted by TSDFs and transporters as part of The National Biennial RCRA
Hazardous Waste Report. Form WR summarizes on-site RCRA hazardous waste received during
the reporting year. One Form WR is submitted for each received hazardous waste that is
required by law to be reported.

FTE: Full Time Equivalent (FTEs are the total number of hours worked divided by 2,080).

Full Enforcement Universe: Includes each TSDF that could potentially undergo a Compliance
and Evaluation Inspection (CEl) to be evaluated for compliance with the applicable TSDF
requirements found in 40 CFR Parts 264/265 and/or authorized State equivalents. Not every
facility in this universe will undergo an annual inspection. This universe includes both currently
operating TSDFs as well as closed but not yet certified closed TSDFs. The universe is split into
six (6) sub-universes indicating type of facility: Land Disposal, Incinerator, BIF, Storage,
Treatment, and Solid Waste Management Unit.

FY: Fiscal Year. The Federal government fiscal year is from October 1 - September 30.
Top of Page

G

GIS: Geographic Information System.
GM: Generation and Management.

GM Form: See Form GM.
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Government Performance and Results Act (GPRA): Enacted in 1993, the Government
Performance and Results Act (GPRA) places new management expectations and requirements
on federal agencies by creating a framework for more effective planning, budgeting, program
evaluation, and fiscal accountability for federal programs. The intent of GPRA is to improve
public confidence in federal agency performance by holding agencies accountable for achieving
program results. Departments and agencies must clearly describe the goals and objectives of
their programs, identify resources and actions needed to accomplish these goals and
objectives, develop a means of measuring their progress, and regularly report on their
achievements. This approach will also serve to improve congressional decision making by
clarifying and stating program performance goals, costs, and results "up front".

GPRA: See Government Performance and Results Act.

GPRA Baseline: Baselines have been established as a tool for tracking progress within the
Permitting and Corrective Action programs. The following GPRA baselines are being tracked in
RCRAInfo: 1) GPRA Permit and Post-Closure Baseline; 2) GPRA Permit Renewals Baseline; and
3) GPRA Corrective Action Baseline.

GPRA Corrective Action Baseline Universe: The 2020 Corrective Action Baseline Universe is a
comprehensive list of all 3,746 facilities believed to need cleanup and/or investigation under
the RCRA Corrective Action Program.

GPRA Permit Baseline Universe: Updated in 2005 and 2011, the Permitting Baseline
incorporates the 1997 Operating and Post-Closure Permit Baselines, thus including any TSDF
that had at least one unit that was operating or needed to obtain an operating permit as of
2011 and any land disposal facility that had at least one land disposal unit that ceased
operating before 2011, and had not yet clean closed.

GPRA Renewals Baseline Universe: Consists of all permitted facilities (operating TSDFs, post-

closure, and HSWA-only permits) and facilities utilizing alternative controls who require
updated controls (i.e., their permits expire) by the end of fiscal year 2015.

Top of Page

H

Handler: A generator, transporter, or treatment, storage, or disposal facility (TSDF) which generates,
transports, treats, stores, or disposes of hazardous waste regulated under RCRA Subtitle C. This term is
used to encompass all types of RCRA Subtitle C regulated entities. (Broader than the term "facility" but
not as all-encompassing as the term "site".)
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Handler Module: The module in RCRAInfo used to maintain handler names and addresses, hazardous
waste categories and activities of handlers, owners and operators of hazardous waste facilities, and
authorized waste handling methods.

Hazardous and Solid Waste Amendments (HSWA) of 1984: The Hazardous and Solid Waste
Amendments (HSWA) of 1984 prohibit the continued land disposal of untreated wastes beyond
specified dates unless the U.S. EPA determines the prohibition of certain disposal methods is not
required to protect human health and the environment. To continue injecting hazardous wastes under
these regulations, operators must treat the wastes below the EPA specified contaminant levels
(referred to as treatment standards), or submit a petition demonstrating that there is no migration of
hazardous constituents from the injection zone.

Hazardous Secondary Material (HSM) Activity: A secondary material (e.g., spent material, by-product,
or sludge) that, when discarded, would be identified as hazardous waste under 40 CFR Part 261.
Facilities managing hazardous secondary material under 40 CFR 261.2(a)(2)(ii), 40 CFR 261.4(a)(23),
(24), or (25) must complete the Addendum to the Site Identification Form: Notification for Managing
Hazardous Secondary Material. You must check with you State to determine if you are eligible to
manage hazardous secondary material under these exclusions.

Hazardous Waste: A hazardous waste as defined in 40 CFR 261.3.

Hazardous Waste Generator: Any person, by site, whose act or process produces hazardous waste
identified or listed in 40 CFR Part 261.

Hazardous Waste Number or Code, EPA: The number (or code) assigned by the EPA to each hazardous
waste listed in 40 CFR Part 261, Subpart D and to each characteristic identified in 40 CFR Part 261,
Subpart C. The codes consist of one letter (D, F, P, U, or K) and three numbers.

Hazardous Waste Number or Code, State: The number (or code) assigned by the State to each
hazardous waste listed in the State regulations. Obtain a list of the State's waste codes from your State.

Hazardous Waste Storage: The holding of hazardous waste for a temporary period, at the end of which
the hazardous waste is treated, disposed of, or stored elsewhere.

Hazardous Waste Transfer Facility: See Transfer Facility.
Hazardous Waste Transporter: See Transporter.

Hazardous Waste Treatment: Any method, technique, or process, including neutralization, designed to
change the physical, chemical, or biological character or composition of any hazardous waste so as to
neutralize such hazardous waste, or so as to recover energy or material resources from the hazardous
waste, or so as to render such hazardous waste non-hazardous or less hazardous; safer to transport,
store, or dispose of, or amenable for recovery, amenable for storage, or reduced in volume. Such term
includes any activity or processing designed to change the physical form or composition of hazardous
waste so as to render it non-hazardous.

Healthcare Facility: Any person that is lawfully authorized to (1) provide preventative, diagnostic,
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therapeutic, rehabilitative, maintenance or palliative care, and counseling, service, assessment or
procedure with respect to the physical or mental condition, or functional status, of a human or animal
or that affects the structure or function of the human or animal body; or (2) distribute, sell, or dispense
pharmaceuticals, including over-the-counter pharmaceuticals, dietary supplements, homeopathic
drugs, or prescription pharmaceuticals. This definition includes, but is not limited to, wholesale
distributors, third-party logistics providers that serve as forward distributors, military medical logistics
facilities, hospitals, psychiatric hospitals, ambulatory surgical centers, health clinics, physicians' offices,
optical and dental providers, chiropractors, long-term care facilities, ambulance services, pharmacies,
long-term care pharmacies, mail-order pharmacies, retailers of pharmaceuticals, veterinary clinics, and
veterinary hospitals. This definition does not include pharmaceutical manufacturer, reverse
distributors, or reverse logistics centers.

HPACS: Single-character identifiers used in the Active Site Flag to indicate what activities are occurring
at a site. H-Handler, P - Permitting, A - Corrective Action, C - Converter TSDF, and S - State-specific.

HPV: High Priority Violator. This term was replaced by Significant Non Complier (SNC) by the 1996
Enforcement Response Policy (ERP).

HQ: EPA Headquarters.

HSM: See Hazardous Secondary Material (HSM) Activity.

HSWA: See Hazardous and Solid Waste Amendments of 1984.

HWDMS: Mainframe SAS data system used to track RCRA Subtitle C hazardous waste information. This
system was replaced by RCRIS in 1991.

HWMU: Hazardous Waste Management Unit.

Top of Page

ICAB: Information Collection and Analysis Branch in EPA where the management of RCRAInfo is
housed.

ICR: Information Collection Request.
IM: Information Management.

Implementer: The State agency or EPA Region responsible for implementing the RCRA program in a
given State.

Implementer-defined: A value thatis implementer-defined is established and defined by State or
Regional users, as opposed to Headquarters users.
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Implementer of Record (IOR): Term used to describe the agency (State or EPA) responsible for data
entry and management of specific RCRAInfo handler identification and program activity data for a given
State or Territory. Usually, the agency responsible for the work owns the data that tracks the work and,
therefore, is the IOR for that data. IOR is not concerned with the individual entering the data but rather
the agency responsible for entering data into the system.

Importer: Any person who imports hazardous waste from a foreign country into the United States.
This does not include hazardous waste shipped from a foreign Department of Defense site,
Maquiladora, United States territory or protectorate.

In a Universe: The "In a Universe" field indicates whether a handler is in a universe or not. A"Y" in this
field indicates that the handler is present in at least one universe (click here for a list of universes). An
"N" in this field indicates that the handler is not present in any universe.

Inactive Site Designation: An indication based on the information currently in RCRAInfo, that there
may not be any activity at a site that could be subject to RCRA Subtitle C, or to a State's authorized
hazardous waste program. This designation has no legal significance and does not constitute a legally
enforceable or binding determination about the status of a particular site or the obligations of an owner
or operator.

Incineration: Burning of certain types of solid, liquid, or gaseous materials; or a treatment technology
involving destruction of waste by controlled burning at high temperatures (e.g., burning sludge to
remove the water and reduce the remaining residues to a safe, non-burnable ash that can be disposed
safely on land, in some waters, or in underground locations).

Industrial Furnace: Any of the following enclosed devises that are integral components of
manufacturing processes and that use thermal treatment to accomplish recovery of materials or
energy: cement kilns; lime kilns; aggregate kilns; phosphate kilns; coke ovens; blast furnaces; smelting,
melting, and refining furnaces; titanium dioxide chloride process oxidation reactors; methane reforming
furnaces; pulping liquor recovery furnaces; combustion devices used in the recovery of sulfur values
from spent sulfuric acid; halogen acid furnaces, as defined under industrial furnace in 40 CFR 260.10;
and other such devices.

Information System: An organized collection, storage, and presentation system of data for decision
making, progress reporting, and for planning and evaluation of programs. It can be either manual or
computerized, or a combination of both.

INFORMED: Information Needs For Making Environmental Decisions - original State initiative to re-
evaluate the RCRA Subtitle C information system. This initiative was combined with the EPA WIN
initiative.

Inspection: Compliance monitoring activity that involves and evaluation of compliance of a site with
the provisions of RCRA Subtitle C or equivalent State regulations and statutes. The term is usually used

to mean "on-site" activities but is often used synonymously with the broader term "evaluation".

Instrument: Former name (in RCRIS) of what is now called Corrective Action Authority in RCRAInfo.
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Interim (Permit) Status: Period dugin which the owner/operator of an existing TSDF is treated as
having been issued a RCRA permit even though he/she has not yet received a final determination. An
existing facility should have automatically qualified for interim status if the owner/operator filed both
timely "notification" and the first part (Part A) of the RCRA permit application. Interim status continues
until a final determination is made to issue or deny the permit. Owner/operator of new facilities
cannot, by definition, qualify for interim status; rather, they need a RCRA permit prior to beginning
construction of a hazardous waste management facility.

IOR: See Implementer of Record.

IPT: Integrated Project Team.

Top of Page
KML: Keyhole Markup Language (used in GIS).
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L

Land Disposal (LD): The placement of waste in or on the land including, but not limited to, use
constituting disposal or placement of hazardous waste into: landfills, surface impoundments, waste
piles, injection wells, land treatment facilities, salt domes or salt bed formations, underground mines or
caves, and concrete vaults or bunkers.

Land Disposal Facility (LDF): A site which uses land disposal methods to dispose of hazardous waste
(i.e., landfills, surface impoundments, waste piles, injection wells, land treatment facilities).

Large Quantity Generator (LQG): A facility is a federal large quantity generator if:

1. the generator generated in any single month 1,000 kg (2,200 pounds or 1.1 tons) or more of
RCRA hazardous waste; or

2. the generator generated in any single month, or accumulated at any time, 1 kg (2.2 pounds) of
RCRA acute hazardous waste; or

3. the generator generated, or accumulated at any time, more than 100 kg (220 pounds) of spill
cleanup material contaminated with RCRA acute hazardous waste.

Large Quantity Handler of Universal Waste (LQHUW): A universal waste handler (as defined
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in 40 CFR 273.9), who accumulates a total of 5,000 kg or more of universal wastes (batteries,
pesticides, mercury-containing equipment, or lamps - calculated collectively) at any time. This
designation is retained through the end of the calendar year in which the 5,000 kg limit is met
or exceeded.

LD: Land Disposal.

LDF: Land Disposal Facility.

Lookup Table: A database table containing codes and names / descriptions associated with the
codes. The purpose of a lookup table is 1) to minimize storage space needed to store
information; 2) reduce data entry error; and 3) restrict data entry to one of the values in a list
stored in the lookup table. Lookup tables are also used in RCRAInfo to restrict the list of values

shown in a drop-down list.

LQG: See Large Quantity Generator.

Top of Page

M

Management, or Hazardous Waste Management: Systematic control of the collection, source
separation, storage, transportation, processing, treatment, recovery, or disposal of hazardous waste (40
CFR 260.10).

Manifest, Uniform Hazardous Waste: The shipment document, EPA Form 8700-22 and, if necessary,
Form 8700-22A, originated and signed by a generator in accordance with the instructions included in
the appendix to 40 CFR Part 262. The "cradle-to-grave" paperwork must accompany a shipment of
hazardous waste as it moves from the generator to the transporter and eventually to the hazardous
waste management facility.

Mixed Waste: Waste that contains both hazardous and source, special nuclear, or by-product material
subject to the Atomic Enery Act (AEA), RCRA Section 1004(41), 42 U.S.C> 6903 (63 FR 17414; April 9,
1998).

Mechanism: A financial instrument used for assuring closure and post-closure costs (e.g., trust funds,
payment surety bonds, performance surety bonds, letters of credit, insurance, financial test, and
corporate guarantees).

Memorandum of Agreement (MOA): A memorandum between the State Director and the EPA
Regional Administrator required for final authorization of State hazardous waste programs. The MOA
outlines responsibilities and oversight powers and defines the level of coordination between the State
and the EPA in implementing the program.

Memorandum of Understanding (MOU): A set of agreements between a State and a Region, detailing
certain procedures and outlining the responsibilities of each party.
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MOA: See Memorandum of Agreement.

More-stringent-than: In order for States to become authorized, their programs must be at least as
stringent as the Federal program; but they can also apply more stringent regulation to the same
population as would be regulated under the Federal program. Example: LQGs are defined under
Federal regulation as facilities that generate: greater than 1,000 ks of hazardous waste per calendar
month OR greater than 1 kg of acutely hazardous waste per calendar month. California is more-
stringent-than in that if a site generated any hazardous waste they are classified as LQG under
California's program.

MOU: See Memorandum of Understanding.

Top of Page
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NAICS: North American Industrial Classification Standard (NAICS) Code.

National Biennial RCRA Hazardous Waste Report: EPA, in partnership with the States, collects
information every odd year, regarding the generation, management, and final disposition of hazardous
wastes regulated under the Resource Conservation and Recovery Act (RCRA) of 1976, as amended. The
National Biennial RCRA Hazardous Waste Report is published to communicate to the public,
government agencies, and the regulated community the findings of EPA's data collection efforts.
Beginning with the 2013 report cycle, the information is no longer published, but rather can be
accessed via EPA's RCRAInfo Web public website located at https://rcrainfo.epa.gov/rcrainfoweb.

Non-notifier: Any person, by site, conducting RCRA Subtitle C-regulated activities without notification
to EPA or their authorized State. Note: Identifying a person as a non-notifier has no regulatory
significance and does not constitute a legally enforceable or binding determination about the status
of a particular person under RCRA Subtitle C or a State's authorized hazardous waste management
program.

Non-notifier Flag: An indicator that a site is conducting or is suspected of conducting RCRA Subtitle C-
regulated activities without proper notification EPA or their authorized State. Note: The non-notifier
flag has no regulatory significance and does not constitute a legally enforceable or binding
determination about the status of a particular site under RCRA Subtitle C or a State's authorized
hazardous waste management program.

Non-profit Institution: To participate in Subpart K, you are an eligible non-profit institution if you are
an organization that conducts research as its primary function and files as a non-profit organization
under the tax code of 26 U.S.C. 501(c)(3) and is either: 1) owned by a college or university; or 2) has a
formal written affiliation agreement with a college or university that establishes a relationship between
institutions for the purposes of research and/or education and is signed by authorized representatives
from each institution. A relationship on a project-by-project or grant-by-grant basis is not considered a
formal written affiliation agreement.
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Non-TSDFs Where RCRA Corrective Action Has Been Imposed Universe: Consists of the RCRA handlers
that are NOT TSDFs where corrective action has been imposes (e.g., generator conducting corrective
action under a 7003 order). Handlers are only included in this universe once they've initiated corrective
action through an RFI.

NPL: Superfund National Priorities List.

Top of Page

O&M: Operations and Maintenance.

ODBC: Open Database Connectivity.

OECA: Office of Enforcement and Compliance Assurance.
OEIl: Office of Environmental Information.

Off-site Facility: A hazardous waste treatment, storage, disposal, or recycling area located at a place
away from the generating site.

Off-specification Used Oil Burner: A site where used oil not meeting the specification requirements in
40 CFR 279.11 (off-specification used oil) is burned for energy recovery in devices identified in Section

279.61(a).

Off-specification Used Oil Fuel: Used oil fuel that does not meet the specification provided under 40
CFR 279.11.

Ol Form: See Form Ol.

OLEM: EPA HQ's Office of Land and Emergency Management, formerly known as the Office of Solid
Waste and Emergency Response.

OMB: Office of Management and Budget.

On-site Facility: A hazardous waste treatment, storage, disposal, or recycling area located on the
generating site.

On-specification Used Oil Fuel: Used oil fuel that meets the specification provided under 40 CFR
279.11.

On-site: The same or geographically contiguous property which may be divided by public or private
right-of-way, provided the entrance and exit between the properties is at a cross-roads intersection,
and access is by crossing as opposed to going along, the right-of-way. Non-contiguous properties
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owned by the same person but connected by a right-of-way which he controls and to which the public
does not have access, is also considered on-site property.

OP/LG Status: Operating and Legal Status.

Operating Permit: TSDFs are required to obtain permission, in the form of an operating permit, that
establishes the administrative and technical conditions under which waste at the facility must be
managed. Permits provide TSDF owners and operators with the legal authority to treat, store, or
dispose of hazardous waste and detail how the facility must comply with the regulations. Compliance
with this permit ensures that hazardous waste is handled in a controlled manner that is protective of
human health and the environment. Permits also serve as an implementation mechanism, and as a
means by which EPA can track waste management at facilities that choose to handle hazardous waste.

As part of the permitting process, all TSDF owners and operators must submit a comprehensive permit
application that covers the full range of TSDF standards, including general facility provisions, unit-
specific requirements, closure and financial assurance standards, and any applicable groundwater
monitoring and air emissions provisions. The permit application must demonstrate that the permittee's
methods of handling the waste are consistent with the level of protection of human health and the
environment required by RCRA.

Operating TSDF Universe: Captures every facility that currently has an operating treatment, storage, or
disposal unit. The universe is split into six (6) sub-universes indicating type of facility: Land Disposal,
Incinerator, BIF, Storage, Treatment, and Solid Waste Management Unit.

Operator: The person responsible for the overall operation of a facility.

Oracle: The relational database management system in which RCRAInfo is based.

ORCR: Office of Resource Conservation and Recovery (formerly called the Office of Solid Waste) located
within EPA HQ's Office of Solid Waste and Emergency Response.

Orphan Record: A data record in RCRAInfo that is not "linked" or associated with another data record.
Types of orphan records are: violations that are not linked to evaluations, enforcement actions that are
not linked to violations (although some of these may legitimately not be issued against a violation),
penalty records which are not linked to an enforcement action, and payments not linked to penalty
records.

OSWER: EPA HQ's Office of Solid Waste and Emergency Response. Effective December 15, 2015,
OSWER changed it's name to the Office of Land and Emergency Management (OLEM).

Owner: The person who owns a facility or part of a facility.

Top of Page
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P2: Pollution Prevention.

PAA: Program Area Analysis.

PART: Office of Management and Budget's Program Assessment Rating Tool.
PCB: Polychlorinated Biphenyl.

Permissions: This term refers to the privileges a user is granted within the RCRAInfo application and
determines the type of data that the user may add, update, and/or delete and/or functions (i.e., user
maintenance, report maintenance, etc.) that the user may perform.

Permit: A complete RCRA permit is comprised of an operating permit for hazardous waste treatment,
storage, and disposal, and a corrective action permit addressing releases from solid waste management
units (SWMUs). To apply for a permit, a site must file a two-part application (Part A and Part B). A
facility is not considered to have a complete RCRA permit until both parts have been issued.

Permit Renewal Workload Universe: Captures facilities with current operating, post-closure, or
corrective action only permits whose renewal applications the implementer has received but whose
permits have not been renewed. This universe excludes unit groups scheduled for closure. The
universe is split into six (6) sub-universes indicating type of facility: Land Disposal, Incinerator, BIF,
Storage, Treatment, and Solid Waste Management Unit.

Permit Workload Universe: Any facility with units that are in the permit pipeline as well as units with
active permits. The permit pipeline includes any operating facility that is currently permitted or
operating under interim status and any facility with new units that are proposed or in the process of
being constructed.

This universe is designed for reports to evaluate workload related to permit issuance. The universe is
split into six (6) sub-universes indicating type of facility: Land Disposal, Incinerator, BIF, Storage,
Treatment, and Solid Waste Management Unit.

Permitting/Closure/Post-Closure Progress Universe: Captures all units that are or were, at some time,
required to obtain a RCRA permit to operate as a TSDF. This universe is designed for reports to track
accomplishments in the permitting, closure, and post-closure areas. The universe is split into six (6)
sub-universes indicating type of facility: Land Disposal, Incinerator, BIF, Storage, Treatment, and Solid
Waste Management Unit.

Permitting Event: A specific activity encountered in the process of obtaining a permitting, closure, or
post-closure permit.

Permitting Series: A group of events that uniquely identify a permit or permit application.

Permitting Unit Group: See Unit Group.

Pll: Personal Identifiable Information (social security number, address, telephone number,
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etc.).

Pop-up Calendar: A graphical user interface feature, the pop-up calendar is a small calendar
from which the user can select a date as the value for a data entry field or selection criteria
field. The calendar "pops up" when the calendar icon is clicked.

Pop-up Window: A graphical user interface feature, the pop-up window is a small window
which displays brief information about the item clicked. The information window "pops up"
when the hyperlink is clicked.

Post-Closure: In 40 CFR Part 265, Subpart G, EPA promulgated regulations requiring owners or
operators to provide for the proper post-closure of hazardous waste disposal facilities. Under
40 CFR 265.112 and 265.118, owners or operators are required to maintain post-closure plans
at the facility, notify EPA and amend the post-closure plans when appropriate, and submit
these plans to EPA when necessary. Other post-closure requirements under Subpart G include
requiring owners or operators to:
o Demonstrate that they can comply with specific regulations if requesting an extension
for treatment, storage, or removal of hazardous waste;
o Demonstrate that they can comply with specific regulations if requesting an extension
for completing closure activities under an approved closure plan;
o Demonstrate that they can comply with specific regulations if requesting an allowance
to receive non-hazardous waste after the final receipt of hazardous waste;
o Certify that a facility has been closed in accordance with the approved post-closure
plan;
¢ Submit a certified survey plat;
¢ Submit an amended post-closure plan, if necessary;
e Submit a modified post-closure plan, if the original plan is not approved by EPA;
¢ Submit a petition to extend or reduce the post-closure period;
¢ Submit a record of the type, location, and quantity of hazardous waste disposed of at
the facility, record a notation on the property deed according to requirement
265.119(b)(1), submit certification of this notation, and request a modification to the
post-closure permit, if necessary.

Post-Closure Workload Universe: Captures facilities with closing land disposal units and
storage units closing as landfills. If a unit clean closes, it is removed from this universe once the
clean closure is certified by the Agency. The post-closure workload universe is limited to land
disposal facilities only.

PPA: Performance Partnership Agreement.

PPG: Performance Partnership Grants.

Privileges: See Permissions.

23



GLOSSARY OF TERMS

Process System: For purposes of the Hazardous Waste Report, a process system refers to one
or more units used together to treat, recover, or dispose of a hazardous waste. The process
system begins at the unit where the hazardous waste first enters and consists of all other
treatment, recovery, or disposal units downstream from the point of entry. Note: Storage is
NOT considered a process system, except for storage at a bulking and re-shipping facility
(H141).

Process Unit: See Unit.

Top of Page
Q
QA: Quality Assurance.
QAP: Quality Assurance Plan.
QC: Quality Control.
QIC: EPA Quality and Information Council.
QMS: Quality Management System.
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RCRA: Resource Conservation and Recovery Act of 1976. This act was passed by Congress in 1976 to
seek to protect human health and the environment from the potential hazardous of waste disposal, to
conserve energy and natural resources, to reduce the amount of waste generated, and to ensure that
waste is managed in an environmentally sound manner.

RCRA Facility Assessment (RFA): The first component in most corrective action cleanup programs.
During an RFA, the owners and operators, with oversight from their implementing agencies, typically
compile information on the environmental conditions at a given facility. The information is reviewed
and may be followed by a visual inspection and/or sampling.

RCRAINnfo: EPA's comprehensive information system, providing access to data supporting the Resource
Conservation and Recovery Act (RCRA) of 1976 and the Hazardous and Solid Waste Amendments
(HSWA) of 1984. The RCRAInfo system enables cradle-to-grave waste tracking of many types of
information regarding the regulated universe of RCRA Subtitle C hazardous waste handlers. RCRAInfo
characterizes facility status, regulated activities, and compliance histories in addition to capturing
detailed data on the generation of hazardous waste from large quantity generators and on waste
management practices from treatment, storage, and disposal facilities.
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RCRARep: Resource Conservation and Recovery Act Reporting System designed, implemented, and
maintained by EPA Region 1.

RCRA Subtitle C: The federal program to manage hazardous wastes from cradle to grave. The objective
of the Subtitle C program is to ensure that hazardous waste is handled in a manner that protects human
health and the environment. To this end, there are Subtitle C regulations for the generation;
transportation; and treatment, storage, or disposal of hazardous wastes.

RCRA Subtitle C Site: The physical plant or location at which one or more of the following regulated
waste activities occurs: the generation, transportation, treatment, storage, or disposal of hazardous
wastes; recycling of hazardous wastes; United States importer of hazardous waste; mixed waste
(hazardous and radioactive) generator; exempt boiler and/or industrial furnace burning or processing
hazardous waste; large quantity handler of or destination facility for universal wastes; disposing
hazardous waste with an underground injection permit; the transportation (and temporary storage
during transportation), processing/re-refining, burning, or marketing of used oil; eligible academic
entity managing hazardous secondary material being reclaimed that must comply with certain
requirements and conditions; or undergoing corrective action.

Recycling: The use, reuse, or reclamation of a material (40 CFR 261.1(c)(7)). "Reclamation" is the
processing or regeneration of a material to recover a usable product (e.g., recovery of lead values from
spent batteries, regeneration of spent solvents) (40 CFR 261.1(c)(4)). A material is "used or reused" if it
is either:

1. employed as an ingredient (including use as an intermediate) in an industrial process to make a
product (e.g., distillation bottoms from one process used as feedstock in another process) (40
CFR 261.1(c)(5)). However, a material will not satisfy this condition if distinct components of
the material are recovered as separate end products (as when metals are recovered from
metal-containing secondary material); or

2. employed in a particular function or application as an effective substitute for a commercial
product (e.g., spent pickle liquor used as phosphorous precipitant and sludge conditioner in
wastewater treatment).

Residual: A hazardous waste derived from the treatment, disposal, or recycling of a previously existing
hazardous waste (e.g., the sludge remaining after initial wastewater treatment).

RFA: RCRA Facility Assessment.

RFI: Request for Information or RCRA Facility Investigation.

RTC: Return to Compliance or Returned to Compliance.

Top of Page
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SA: System Administrator.

SBT: See "Strange but True" Legal/Operating Status Combinations.

Secondary Violators (SVs): Violators which do not meet the criteria listed for SNCs. Secondary
Violators are typically first time violators and/or violators which pose no actual threat or a low potential
threat of exposure to hazardous waste or constituents. A facility classified as a SV should not have a
history of recalcitrant or non-compliant conduct. Violations associated with a SV should be of a nature
to permit prompt return to compliance with all applicable rules and regulations.

SEP: See Supplemental Environmental Project.

Series: See Permitting Series.

SI: Site Identification.

Significant Non-Complier (SNC): A facility which has caused actual exposure or a substantial likelihood
of exposure to hazardous waste or hazardous waste constituents; is a chronic or recalcitrant violator; or
deviates substantially from the terms of a permit, order, or agreement, or from RCRA statutory or
regulatory requirements. The actual or substantial likelihood of exposure should be evaluated using
facility-specific environmental and exposure information whenever possible. This may include
evaluating potential exposure pathways and the mobility and toxicity of the hazardous waste being
managed. However, it should be noted that environmental impact alone is sufficient to cause a facility
to be a SNC, particularly when the environmental media affected require special protection (e.g.,
wetlands or sources of underground drinking water). Facilities should be evaluated on a multi-media
basis; however, a facility may be found to be a chronic or recalcitrant violator based solely on prior
RCRA violations and behavior.

Site: Any place or entity that generates, transports, treats, stores, or disposes of hazardous waste
regulated under RCRA Subtitle C. This term is used to encompass all type of RCRA-regulated entities
and is used by WIN/INFORMED to mean all RCRA facilities. (Broader than the term "handler".)

Site Identification Form: The first five pages of the Notification of RCRA Subtitle C Activity Form (EPA
Form 8700-12), the RCRA Hazardous Waste Part A Permit Application (EPA Form 8700-23), and the
Hazardous Waste Report (EPA Form 8700-13 A/B).

Sludge: Any solid, semi-solid, or liquid waste generated from a municipal, commercial, or industrial
wastewater treatment plant, water supply treatment plant, or air pollution control facility exclusive of
the treated effluent from a wastewater treatment plant (40 CFR 260.10).

Small Quantity Generator (SQG): A site is a Small Quantity Generator if the generator meets ALL of the
following criteria:

1. Generates, in any calendar month, more than 100 kg (220 pounds) but less than 1,000 kg (2,200
pounds) of RCRA hazardous waste; and

2. Does not generate, in any calendar month, or accumulates at any time, more than 1 kg (2.2
pounds) of acute hazardous waste; and
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3. Does not generate more than 100 kg (220 pounds) of material from the cleanup of a spill of
acute hazardous waste.

OR, a site is a Small Quantity Generator if the site:

1. Generates no more than 100 kg (220 pounds) of RCRA hazardous waste in any calendar month;
and

2. Did not generate, in any calendar month, or accumulate at any time, more than 1 kg (2.2
pounds) of acute hazardous waste and no more than 100 kg (220 pounds) of material from the
cleanup of a spill of acute hazardous waste; and

3. s storing more than 1,000 kg (2,200 pounds) of RCRA hazardous waste on-site. If the site
accumulates, at any time, more than 1,000 kg (2,200 pounds) of RCRA hazardous waste, the site
must apply for an EPA ID Number using the Site Identification Form.

Small Quantity On-Site Burner Exemption: The persons who burn small quantity of hazardous
waste in an on-site boiler or industrial furnace, in accordance with 40 CFR 266.108, are
conditionally-exempt from regulation for that activity.

Smelting, Melting, and Refining Furnace Exemption: Under 40 CFR 266.100(c), owners or
operators of smelting, melting, and refining furnaces that process hazardous wastes solely for
metals recovery are conditionally-exempt from regulation, except for 40 CFR 266.101 and
266.112, provided they comply with limited requirements set forth in 40 CFR 266.100(c).
Similarly, 40 CFR 266.100(f) provides that owners or operators of smelting, melting, and
refining furnaces that process hazardous wastes for the recovery of precious metals are
conditionally-exempt from regulation, except for 40 CFR 266.112, provided they comply with
limited requirements specified in 40 CFR 266.100(f).

SNC: See Significant Non-Complier.

Sponsor: The primary organization for which a user will be using the RCRAInfo application.
The sponsor may be a State, an EPA Region, or EPA Headquarters. The sponsor is used to
determine the administrator who should approve a user's initial request for a RCRAInfo
account.

SQG: See Small Quantity Generator.

SQL: Structure Query Language. SQL is a computer language that approximates the structure
of natural English for obtaining information from databases.

State-Regulated TSDF Universe: Includes TSDFs regulated under State standards that are not
considered part of the State authorized hazardous waste program, and therefore are not
subject to Federal RCRA permit requirements. The universe is split into nine (9) sub-universes
indicating type of facility: Land Disposal, Incinerator, BIF, Storage, Treatment, State Waste
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Generator, Accumulator or Generator of Universal Waste, State Activity, and Solid Waste
Management Unit.

Statutory Citation: Data referred to as Corrective Action Legal Authority in RCRIS is more
accurately termed Statutory Citation in RCRAInfo, because it cites a regulation/statute. Using
this data will continue to be optional as it was in RCRIS.

"Strange but True" (SBT) Legal/Operating Status Combinations: Some combinations of
legal/operating status codes are normally considered programmatically incorrect and are
therefore seldom used. However, there are occasions when one of these combinations

accurately reflects what is happening at a site. These are called "strange but true" cases.

Subject to Corrective Action Universe: Captures facilities potentially subject to the
requirements of RCRA 3004(u), 3004(v), or who may be issued orders pursuant to 3008(h),
3013, and 7003.

Subpart K: An alternative set of generator requirements for managing laboratory hazardous
waste at eligible academic entities. Generators that are eligible academic entities with
laboratories may elect to opt into 40 CFR Part 262 Subpart K and manage their laboratory
hazardous waste under Subpart K in lieu of 40 CFR 262.34(c) (or 40 CFR 261.5 for CESQGs). In
order for eligible academic entities to opt into Subpart K or subsequently withdraw from
Subpart K, they must use the Site Identification Form to notify the appropriate State or EPA
Regional Office. Refer to 40 CFR 262.203 and 262.204. Note: You must check with your State
to determine if you are eligible to manage laboratory hazardous waste pursuant to 40 CFR
Part 262 Subpart K and for any State-specific requirements.

Subpart P: 40 CFR Part 266, Subpart P is mandatory for the management of hazardous waste
pharmaceuticals at all healthcare facilities (except healthcare facilities that are VSQGs) and
reverse distributors. The rule became effective August 21, 2019.

Supplemental Environmental Project (SEP): Environmentally beneficial project which furthers
EPA's goals to protect and enhance public health and the environment may be part of an
enforcement action settlement.

Surface Impoundment: A natural topographic depression, man-made excavation, or diked
area formed primarily from earthen materials (though it may be lined with man-made
materials) that is designed to accumulate liquid wastes or wastes containing free liquids, and
that is not an injection well (40 CFR 260.10).

SWMU: Solid Waste Management Unit.
Top of Page
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T

Teaching Hospital: A hospital that is owned by or has a formal written affiliation agreement with a
college or university. To participate in Subpart K, you are an eligible teaching hospital if you are a
hospital that trains students to become physicians, nurses, or other health personnel and is either: 1)
owned by a college or university; or 2) has a master affiliation agreement and program letter of
agreement, as defined by the Accreditation Council for Graduate Medical Education, with an accredited
medical program or medical school.

Temporary RCRA EPA ID Number: A number issued to waste generators and transporters that do not
generate waste from on-going industrial processes, but rather generate through remediation or "one-
time events", such as plant clean-out, closure, or process equipment change and therefore, the period
of operation as a hazardous waste RCRA Subtitle C site is limited and typically short.

Tolling: Tolling arrangements describe a particular type of recycling contract between two companies.
Specifically, the "tolling" company certifies that it has a contract with a manufacturer to produce a
product, and that manufacturing process generates a residual material that can be recycled by the
tolling company. If the tolling company certifies that the contract specifies that the tolling company
owns and has responsibility for the recyclable material once it is generated, and the material is returned
to the tolling company for reclamation, and subsequently recycled, the material is excluded from
regulation (under 40 CFR 261.2(a)(2)(ii) or 261.4(a)(23)), provided certain requirements are met.

TPA: Trading Partner Agreement.

Transfer Facility: Any transportation-related facility including loading docks, parking areas, storage
areas, and other similar areas where shipments of hazardous waste are held for 10 days or less during
the normal course of transportation (40 CFR 260.10 and 40 CFR 263.12).

Transporter: A person engaged in the off-site transportation of hazardous waste by air, rail, highway,
or water.

Treatment, Storage, and Disposal Facility (TSDF): A TSDF, according to 40 CFR 260.10, is a facility that
performs one or more of the following functions:

e Treatment: Any method, technique, or process, including neutralization, designed to change
the physical, chemical, or biological character or composition of any hazardous waste so as to
neutralize such waste, or so as to recover energy or material resources from the waste, or so as
to render such waste non-hazardous, or less hazardous; safer to transport, store, or dispose of;
or amenable for recovery, amenable for storage, or reduced in volume.

e Storage: The holding of hazardous waste for a temporary period, at the end of which the
hazardous waste is treated, disposed of, or stored elsewhere.

o Disposal: The discharge, deposit, injection, dumping, spilling, leaking, or placing of any solid
waste or hazardous waste into or on any land or water so that such solid waste or hazardous
waste or any constituent thereof may enter the environment or be emitted into the air or
discharged into any waters, including groundwaters.
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TSD: See Treatment, Storage, and Disposal Facility.

TSDF: See Treatment, Storage, and Disposal Facility.

TSDFs Only Subject to Corrective Action Under Discretionary Authorities Universe: Consists
of TSDFs that are only subject to corrective action under the discretionary corrective action
authorities (primarily 3008(h)). Every facility in this universe is outside of the scope of the
3004(u)(v) permitting requirements. The facilities in this universe are only potentially subject
to corrective action under discretionary authority - not every facility included in the universe
will need corrective action or be required to do corrective action.

TSDFs Potentially Subject to Corrective Action Under 3004(u)(v) Universe: Consists of TSDFs
that could potentially be required to address corrective action through the statutory
requirements under 3004(u)(v).

Top of Page
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Underground Injection Control (UIC): The sub-surface emplacement of fluids through a bored, drilled,
or driven well; or through a dug well, where the depth of the dug well is greater than the largest surface
dimension. Underground injection wells are regulated under both the Safe Drinking Water Act and the
Resource Conservation and Recovery Act (see 40 CFR Part 148).

Unit: For purposes of the Hazardous Waste Report, a process unit refers to a single type of treatment
(e.g., tank, distillation column, surface impoundment) in which hazardous waste is treated, disposed, or
recycled.

Unit Group: A group of process units regulated under the same permit.

Universal Waste: Any of the following hazardous wastes that are managed under the universal waste
requirements of 40 CFR 273:

Batteries (40 CFR 273.2);

Pesticides (40 CFR 273.3);

Mercury-containing Equipment (40 CFR 273.4); and
Lamps (40 CFR 273.5).

PwnNpE

Universal Waste Generator: A site that meets one of the following criteria:

1. A generator of universal waste; or

2. The owner or operator of a facility, including all contiguous property, that receives universal
waste from other universal waste handlers, accumulates universal waste, and sends universal
waste to another universal waste handler, to a destination facility, or to a foreign destination.
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This designation does not mean:

1. A person who treats (except under the provisions of 40 CFR 273.13(a) or (c), or 273.33(a) or (c)),
disposes of, or recycles universal waste; or

2. A person engaged in the off-site transportation of universal waste by air, rail, highway, or
water, including a universal waste transfer facility.

Universal Waste Transporter: A person engaged in the off-site transportation of universal
waste by air, rail, highway, or water.

Universe: A collection of facilities which share a common RCRA status. Facilities are
categorized in RCRAInfo by the following universes:

e Federal Generator (LQG, SQG, or CESQG);

e Transporter;

e Universal Waste Generator;

e Universal Waste Destination Facility;

e Recycler;

e Importer;

e Mixed Waste Generator;

e On-site Burner Exemption;

e Furnace Exemption;

e Underground Injection;

e Significant Non-Compliers;

e Beginning of Year Significant Non-Compliers;
e Federally-Regulated TSDFs;

e Converter TSDFs;

e Active Site;

e Permit Progress;

e Permit Workload;

e Closure Workload;

e Post-Closure Workload;

e  GPRA Permit Baseline;

e GPRA Renewals Baselineg;

e GPRA Corrective Action Baseline;

e Subject to Corrective Action;

e Corrective Action Workload;

e TSDFs Potentially Subject to Corrective Action Under 3004(u)/(v);
e TSDFs Only Subject to Corrective Action Under Discretionary Authority;
e Non-TSDFs Where RCRA Corrective Action Has Been Imposed;
e Human Health Exposure;

e Groundwater Exposure;

e Institutional Control;

e Full Enforcement: or
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e Operating TSDF.

Universe Calculations: Database query calculations performed on the RCRAInfo data to
populate universe flag values, thus categorizing facilities, in RCRAInfo. This calculation is run
every two hours.

Used Oil: Any oil that has been refined from crude oil, or any synthetic oil, that has been used
and as a result of such use is contaminated by physical or chemical impurities.

Used Oil Fuel Marketer: Any person who conducts either of the following activities:

1. Directs a shipment of off-specification used oil from their site to an off-specification used oil
burner; or

2. First claims that used oil that is to be burned for energy recovery meets the used oil fuel
specifications set forth in 40 CFR 279.11.

Used Oil Management Activities: For the purposes of the Site Identification Form, this
includes used oil transportation, used oil processing and re-refining, burning off-specification
used oil fuel, and used oil fuel marketing.

Used Oil Processing: Chemical or physical operations designed to produce from used oil, or to
make used oil more amenable for production of, fuel oils, lubricants, or other used oil-derived
products. Processing includes, but is not limited to: blending used oil with virgin petroleum
products, blending used oils to meet the fuel specification, filtration, simple distillation,
chemical or physical separation, and re-refining.

Used Oil Processor: A site that processes on-specification or off-specification used oil.

Used Oil Re-Refiner: A site that produces lubricating oils and greases, industrial fuel, asphalt
extender, gasoline, and other products from on-specification or off-specification used oil.

Used Oil Transfer Facility: Any transportation-related facility, including loading docks, parking
areas, storage areas, and other areas where shipments of used oil are held for more than 24
hours during the normal course of transportation and not longer than 35 days. Transfer
facilities that store used oil for more than 35 days are subject to regulation under 40 CFR Part
279. Subpart F.

Used Oil Transporter: Any person who transports used oil, any person who collects used oil
from more than one generator and transports the collected oil, and owners and operators of
used oil transfer facilities. Used oil transporters may consolidate or aggregate loads of used oil
for purposes of transportation but with the following exception, may not process used oil.
Used oil transporters may conduct incidental processing operations that occur in the normal

32



RCRAInfo Help and Guidance

course of used oil transportation (e.g., settling and water separation), but that are not
designed to produce (or make more amenable for production of) used oil-derived products or
used oil fuel.

User Maintenance Administrator: A RCRAInfo user whose permissions for User Maintenance
is Active. A User Maintenance Administrator may approve new RCRAInfo users,
activate/deactivate RCRAInfo accounts, and revise user profile information.

User Profile State: The state provided in the address portion of the user's profile.

USITS: User Support Issue Tracking System. This provides issue tracking and reporting
capability as part of the RCRAInfo application.

Top of Page
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Variable IOR: Implemented for data elements in which the responsibilities vary depending on the
values of specific data elements.

Violation: An act of non-compliance with RCRA regulatory requirements for proper handling and
disposal of hazardous waste and/or record-keeping and/or financial requirements.

Top of Page
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WAR Module: See Waste Activity Reporting (WAR) Module.

Waste Activity Reporting (WAR) Module: A module in RCRAInfo that houses the data formerly stored
in the Biennial Reporting System (BRS). It is an integral part of the Office of Resource Conservation and
Recovery's management of the RCRA Subtitle C program and provides the States and EPA with an
effective tool for monitoring activities carried out by RCRA-regulated hazardous waste handlers.

Wildcard: A special character used in report selection criteria as part of the text value, to allow pattern
matching of values in the selection criteria field. RCRAInfo allows two wildcards: the percent sign (%)
and the underscore (_).

WIN: Waste Information Need. This was the original EPA initiative to re-evaluate the RCRA Subtitle C
information system. This initiative was combined with the State INFORMED initiative.

WIN/Informed Program Area Analyses (PAA): The WIN/Informed initiative was a joint EPA and State
effort to reassess and improve information management with the RCRA's hazardous waste program.
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WR Form: See Form WR.

Top of Page
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Guidance and Definitions

PUBLICLY RELEASABLE DATA

RCRAInfo does not contain any data that is considered Confidential Business Information, however,
some data is considered sensitive. Sensitive data must not be released to the public (either
electronically or via a report). Itis essential for all users of RCRAInfo to be familiar with the methods by
which data is extracted to prevent the erroneous publication of sensitive data.

1. ALL data in Handler, Permitting, Corrective Action, CM&E, Financial Assurance, GIS, and Biennial
Report is publicly releasable except as noted below.

2. If the Extract to Public flag equals No (HBASIC.EXTRACT_FLAG ='N'), NO data except Biennial Report
is publicly releasable.

3. If an enforcement action is deemed enforcement sensitive (see definition), no enforcement data
(enforcement action, SEPs, media, milestones, penalties, and/or payments) is publicly releasable.

4. The Internal Notes fields for all tables are considered sensitive and are not publicly releasable.
5. The description for values in a lookup table are not publicly releasable if the usage codes are 2, 4, 6,

or 8. In these instances, the description will be set to null. The lookup tables for LU_STAFF and
LU_SUBORGANIZATION are not publicly releasable.
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Compliance Monitoring and Enforcement

ENFORCEMENT SENSITIVE DEFINITION

Click here to see the definition of publicly releasable data.

Evaluations:

Commitment/initiative information will be considered enforcement sensitive until the
commitment/initiative information has been linked to an evaluation. No other evaluation information
is considered enforcement sensitive.

Violations:

No violation information is considered enforcement sensitive. That is, all violations are released to the
public.

Enforcement Actions:

Civil/Judicial Referrals (enforcement actions within the 400 series) are enforcement sensitive and will
only be released once ALL of the violations to which they are linked have a Civil/Judicial Action
(enforcement actions within the 500 series) indicating that the case has been filed in court. The
Civil/Judicial Action enforcement action must have an enforcement action date on or after the
enforcement action date of the Civil/Judicial Referral action and the enforcement agency of both
actions must be the same.

Criminal Actions (enforcement actions within 700 - 709) and Referrals to Criminal (enforcement actions
within 710 - 719) will be enforcement sensitive until ALL of the violations to which they are linked have
one of the following with an enforcement action date on or after the enforcement action date of the
Criminal Action or Referrals to Criminal action and the enforcement agency of both actions must be the
same.

1. A Criminal Indictment (enforcement actions within 720 - 729) is issued
2. A Criminal Conviction (enforcement actions with 730 - 739) is issued
3. A Criminal Acquittal (enforcement actions with 740 - 749) is issued

State-to-EPA Referrals (enforcement action 810) and EPA-to-State Referrals (enforcement action 820)
will be enforcement sensitive until an enforcement action (any type or series) is entered by the
receiving agency with an enforcement action date on or after the enforcement action date of the
referral.
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Corrective Action

TRACKING CORRECTIVE ACTION ORDERS

RCRA, and similar statutes, allow the EPA and authorized States to issue an order requiring corrective
action or such other response measures as deemed necessary to protect human health and the
environment from a release of hazardous waste from a regulated facility. These orders, which may be
issued unilaterally or on consent, may take a number of forms including administrative orders or
consent orders. These orders and similar enforcement tools (e.g., consent agreements or agency
approved correction action plans) do not have to be associated with violations of RCRA corrective
action requirements. Most often, these enforcement tools are used to provide site-specific
requirements and procedures for evaluation, investigation, and clean up, if necessary.

Policy and Procedural Issue (PPI) #24 of the Handler Monitoring and Assistance (HMA) Program Area
Analysis (PAA) discussed corrective action enforcement orders as they relate to violations of corrective
action requirements. PPl #24 provided guidance regarding the tracking of these enforcement orders in
the CM&E Module of RCRAInfo. The HMA PAA further recommended that corrective action orders
issued solely for the purpose of implementing corrective action and which were not issued to address
violations should not be entered into the CM&E Module. PPl #24 also provides guidance in those
instances when an order is issued which addresses violations and also requires corrective action.

In addition, EPA Headquarters has identified the need to identify the types of authorities in use for
corrective action. Historical data quality in RCRAInfo is insufficient to accomplish this due to a
significant number of "orphaned" events. An orphaned event is an event which is missing an
association with either an authority or an area. Current business rules prevent new events from being
orphaned. However, a significant number of historical events are orphaned due to inconsistencies in
the conversion of historical RCRIS data to the new RCRAInfo format.

The Corrective Action Module of RCRAInfo is designed to record corrective action events associated
with site evaluation and remediation of solid waste management units as required by RCRA 3004 (u),
(v), 3008(h), 3013, 7003, and similar authorities. Each event is associated with an area and an authority.
Where a corrective action order or similar enforcement tool is issued to establish site-specific
requirements for site investigation and if necessary, corrective actions, the corrective action order
should be recorded as the authority for these events. The corrective action order also serves to initiate
the corrective action project, whether in the assessment or investigation phase. Therefore, the
initiation of the corrective action process, which is represented in RCRAInfo either by event code CA010
- RFA Initiation or CA100 - Investigation Imposition, should correspond to the issuance of the order.
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TRACKING CORRECTIVE ACTION COMPLETION

On February 25, 2003, EPA issued a final guidance entitled "Final Guidance on Completion of Corrective
Action Activities at RCRA Facilities." That guidance described two types of Completion of Corrective
Action: 1) Corrective Action Complete Without Controls; and 2) Corrective Action Complete With
Controls. The guidance suggests that these determinations be made for entire facilities or for portions
of facilities, as appropriate. EPA uses this guidance in making completion determinations at RCRA
facilities, and will track those determinations.

However, in a number of authorized States, corrective action is not considered complete when an
implemented remedy requires long-term maintenance procedures, land-use controls, etc. to maintain
performance criteria. These States view these controls as part of corrective action, and must continue
to expend RCRA resources to ensure that the controls remain in place.

The completion of corrective action envisioned by the EPA guidance can be further divided into two
milestones: 1) the attainment of corrective action performance standards, both with and without
controls; and 2) the final completion of the corrective action process. Depending on how the
implementer interprets the completion of corrective action, these milestones would occur
simultaneously or at different times. This approach provides flexibility and a more accurate picture of
the corrective action events in Regions or States who choose to implement their programs in a more
stringent manner.

The following nationally-required events have been created to provide flexibility and a more accurate
picture of the corrective action events in Regions and/or States who choose to implement their
programs in a more stringent manner.

e CA900 - Corrective Action Performance Standards Attained. This event signifies that 1) a full
set of corrective measures has been defined; 2) the facility has completed construction and
installation of all required remedial actions (as indicated by the CA550 event); 3) site-specific
media cleanup objectives have been met; and 4) all that remains is performance of required
operation and maintenance and monitoring actions, and/or compliance with and maintenance
of any institutional controls at the entire facility or a specific area within the facility. This event
code includes two status codes: 1) CR - Controls Required; and 2) NC - No Controls Are
Necessary, to distinguish between remedies that require long-term controls and those that do
not.

e CA999 - Corrective Action Process Terminated. This event signifies that corrective action
activity as specified in the RCRA permit or enforcement order has been completed. It should be
at the discretion of the implementer to determine when this event occurs. For implementers
who manage their programs in full conformance with EPA's February 25, 2003 guidance, this
event could occur simultaneously with the CA900 event. Implementers that do not consider
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corrective action to be complete when controls are required have the option of entering this
event at a later time.
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USING CORRECTIVE ACTION AREAS

A corrective action area record in RCRAInfo should accurately reflect the area of the RCRA facility where
the associated corrective action event has occurred. Many implementers establish a corrective action
area record for each solid waste management unit (SWMU) identified at the facility. Other
implementers establish area records corresponding to multiple or groups of SWMUs. National guidance
with respect to how discrete areas of a corrective action facility should be recorded is inappropriate. It
is at the implementer's discretion to determine how best to record these discrete areas.

However, in measuring its progress towards strategic goals for the corrective action program, EPA
focuses on the progress of corrective action at the facility level. In other words, key corrective action
events in RCRAInfo which are used to measure progress towards strategic targets are reported only if
they are associated to the "entire facility" record. As such, a clear and consistent understanding of
what is inferred by an event associated to the entire facility record is required.

40 CFR 260.10 defines the "facility", for the purposes of implementing corrective action under 40 CFR
264.101, as all contiguous property under the control of the owner or operator seeking a permit under
Subtitle C of RCRA. This definition also applies to facilities implementing corrective action under RCRA
Section 3008(h). Adhering to this definition, a corrective action event that is recorded in RCRAInfo as
being associated to the entire facility record, implies that the event addresses all contiguous property
under the control of the owner or operator. 40 CFR 264.101 also requires the permitted facility to
address releases of hazardous constituents that have migrated off-site. In such cases, an association to
the entire facility record would also imply that the event addressed off-site releases as well.

In most RCRA corrective action projects, most actions taken during the management of the project do
not address the entire facility in this manner. As discussed above, RCRA corrective action projects
typically proceed using a phased approach.
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Financial Assurance

EXCEPTIONS, ABNORMALITIES, AND CONFIDENTIALITY

What To Do When There Is No Cost Estimate

There may be numerous reasons for a facility to not have a cost estimate that is required for closure,
post-closure, or corrective action. This section will explain instances where there may be no cost
estimate and how to enter that data into RCRAInfo.

Scenarios that would warrant a zero cost estimate include:

e Closure of all operating units;

e Closure of all post-closure units;

e Facility is deferred to a Federal or State authority that does not require financial assurance;
e Facility has not submitted a cost estimate;

e Corrective action costs are a part of a post-closure or closure costs estimate;

e Post-closure costs are part of a corrective action or closure cost estimate;

e Closure costs are part of a post-closure or corrective action cost estimate;

e Voluntary corrective action, therefore, no financial assurance is required.

Entering a cost estimate with a value of zero is permissible in RCRAInfo, if one of the following
Cost Estimate Reasons is used. The table below illustrates which Cost Estimate Reasons can be
used with the various Financial Assurance Types.

e (- Cost Estimate Is Not Required or No Longer Required. This should be used if a facility: 1)
has clean-closed all of their permitted units such that a closure cost estimate is no longer
required, 2) clean-closes their post-closure unit and post-closure care is no longer needed, or 3)
closes or declares "no further action" for all SWMUs such that corrective action is no longer
needed.

e F-Facility Transferred to a Federal or State Authority That Does Not Require Financial
Assurance. This code should be used if a facility is deferred to an authority that does not
require financial assurance. Note: The legal and operating status of the unit(s) or the corrective
action event code(s) should reflect the transfer.

e N - Cost Estimate is Required but Not Submitted. This code should be used when a facility that
is required to have financial assurance for closure, post-closure, or corrective action does not
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submit a cost estimate.

P - Post-Closure Cost Estimate is Included in Other Cost Estimates. This code should be used if
a facility submits a closure cost estimate or a corrective action cost estimate that includes all
the required post-closure costs.

T - Corrective Action Cost Estimate is Included in Other Cost Estimates. This code should be
used if a facility submits a closure cost estimate or a post-closure cost estimate that includes all
the required corrective action costs.

V - Voluntary Corrective Action, No Financial Assurance Required. This code should be used
for voluntary corrective action that does not require financial assurance.

X - Closure Cost Estimate is Included in Other Cost Estimates. This code should be used if a
facility submits a post-closure or corrective action cost estimate that includes all the required
closure costs.

W - Financial Assurance Requirement is Waived. This code should be used if the
implementing agency makes a decision to waive the requirement for financial assurance. The
reason for the waiver must be noted in the Notes field.
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P - Post-Closure Cost Estimate is Included
in Other Cost Estimates

T - Corrective Action Cost Estimate is
Included in Other Cost Estimates

V - Voluntary Corrective Action, No
Financial Assurance Required

X - Closure Cost Estimate is Included in
Other Cost Estimates

W - Financial Assurance Requirement is
Waived

How To Handle Confidential and Sensitive Mechanism Data
EPA Considerations of Confidentiality

In the course of administering EPA programs, agency officials have access to material containing
Confidential Business Information (CBI), e.g., trade secrets and proprietary information. Because EPA
must protect the rights of those who submit privileged information, employees are required to take all
reasonable measures to prevent unauthorized disclosure of CBI. Regulations regarding confidentiality
are contained in 40 CFR Part 2, Subpart B. These regulations apply to RCRA as well as other EPA
programs.

These regulations identify the proper procedures businesses must employ to claim confidentiality. In
addition, these regulations establish the guidelines EPA must use to determine the validity of the claim,
and impose rules for handling CBI.

When EPA notifies a business that it must submit confidential information for review, EPA also must
notify the business of its right to assert a claim of confidentiality. Businesses responding to EPA's
gueries must clearly identify all confidential documents, materials, and information. EPA then
determines the validity of the CBI claim. Businesses can claim information as confidential if it meets
certain criteria, e.g., it has been previously protected as confidential, or it is not reasonably obtainable
by others. If a claim is clearly invalid, the program office can make a determination whether the
information is entitled to confidentiality (e.g., issue a "clearly not entitled" decision). In response, the
submitter may file in district court to enjoin disclosure of the information determined not to be subject
to the CBI exemption.

Employees authorized to use CBI are responsible for the control of such information and they may
discuss CBI only with other authorized persons. Any violations should be reported immediately. In
addition, employees must not discuss CBI over the telephone and when holding confidential
information, they must store the confidential materials in an approved container when not in use.
Finally, when working with representatives of businesses that have submitted CBI, employees must
verify the representatives' identities before discussing any of the confidential information.

State Considerations of Confidentiality
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Each State has individual State laws which govern confidential information as well as sunshine laws
which allow RCRA operator information to be open for public review. It would be a major undertaking
to review each State's confidentiality law and summarize the findings for RCRAInfo financial assurance
data or any other data contained in RCRAInfo.

Thus, each State is advised to contact its respective Attorney General Office to best determine what
constitutes a CBI claim and whether the State's sunshine law protects this claim from the public. Once a
legal decision has been made regarding safeguarding aspects of RCRA financial assurance data, the
RCRA regulator should consider which data are appropriate for entering into the Financial Assurance
Module.

Data Entry Considerations

Because of confidentiality, regulators may choose to withhold certain financial data from the public
such as: the financial institution's name, contact name, and telephone number. Since the State or
Federal regulation is the only party with legal authority to access the RCRA financial assurance
document, it may be prudent to limit account information for public consumption. State regulators are
advised to consult with their respective Attorney General on this issue.

Financial institutions issue a unique identifier to a letter of credit, surety bond, or insurance policy. In
instances where the unique identifier is less than four digits, the regulator may decide to issue a
"dummy" identifier for the mechanism identification. Each State or Region is advised to consider the
best practice for its data entry and document the decision-making, for consistency.
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WHEN TO ADD/UPDATE COST ESTIMATES

Inflation Adjustments

For closure and post-closure cost estimates, the owner or operator must maintain cost estimates on-
site (see 40 CFR 264.142(d), 264.144(d), 265.142(d), 265.144(d), and 267.142(d)), and must undertake
specific actions to ensure that the estimates remain current. For example, during the active life of the
facility, the owner or operator must update the closure and post-closure cost estimates annually for
inflation, in accordance with 40 CFR 264.142(c), 264.144(c), 267.142(c), and 267.144(c)), and must
record, on-site, the date of the most recent inflation adjustment. Since owner and operators are not
required to submit cost estimates with annual inflation adjustments to the regulatory agency (under the
Federal regulations), entering these adjustments into RCRAInfo are optional. However, If these
adjustments are entered into RCRAInfo, they should be entered using "Inflation Adjustment" as the Cost
Estimate Reason.

Adjusted Cost Estimates

The regulations in 40 CFR 264.142, 264.144, 267.142, and 267.144 requires an owner or operator to

adjust their cost estimates within 30 days of approval of changes to the closure or post-closure plan

that increases the cost of these activities. These adjustments should be entered into RCRAInfo using
"Revised Cost Estimate" as the Cost Estimate Reason.

Updated Cost Estimates

The regulations for most financial assurance mechanisms require facility owners or operators to update
their cost estimates with 60 days prior to the anniversary of the establishment of the mechanism. If the
regulatory agency collects information on the amount of a cost estimate and the date of its adjustment,
this information may be entered into RCRAInfo using "Revised Cost Estimate" as the Cost Estimate
Reason.

Cost Estimates Submitted for Approval

40 CFR 265 does NOT specifically require that the cost estimates be submitted for approval, however,
some States do approve cost estimates and if so, they should enter this information info RCRAInfo.

The regulations for permitted facilities DO require that the initial cost estimate be approved as part of
the permit; this approval is required to be entered into RCRAInfo.

Financial Tests and Corporate Guarantees

Owners or operators of facilities using a financial test or corporate guarantee mechanism are required
to submit documentation demonstrating their ability to pass the test within 90 days after the close of
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the firm's fiscal year. Current cost estimates will be shown in the Chief Financial Officer's letter that
must be submitted with the financial test documentation (see 40 CFR 264.151(f)(1) and (g)(1)).

Liability Amounts

Liability amounts are imposed on an owner or operator. These are not adjusted for inflation, but can be
adjusted for the degree and duration of risk.
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DEADLINES DEPENDENT ON EFFECTIVE DATE

Adjust Closure Cost Estimate
for Inflation During the Active
Life

Trust Fund, Surety Bonds, and
Letters of Credit

Within 60 days prior to the
anniversary date of the
establishment of the
mechanism.

Financial Test and Corporate
Guarantee

Within 30 days after the close
of the provider's fiscal year.
Note: The cost estimate is
due 60 days before the
deadline for the provider to
submit updated financial test
information.

Adjust Post-Closure Cost
Estimate for Inflation During
the Active Life

Trust Fund, Surety Bonds, and
Letters of Credit

Within 60 days prior to the
anniversary date of the
establishment of the
mechanism.

Financial Test and Corporate
Guarantee

Within 30 days after the close
of the provider's fiscal year.
Note: The cost estimate is
due 60 days before the
deadline for the provider to
submit updated financial test
information.

Annual Valuation of Trust (not
required for a Standby Trust)

Trust Fund

At least 30 days prior to the
anniversary date of the
establishment of the trust.

Update Information to the
Permitting Authority (including
notification that the company
no longer qualifies for the
Financial Test)

Financial Test and Corporate
Guarantee

Within 90 days prior to the
close of each succeeding fiscal
year.




REPLACEMENT AND EXPIRATION DEADLINES

REPLACEMENT AND EXPIRATION DEADLINES

Closure and Post-Closure

.,

Receipt of notice of
cancellation by both
the permitting
authority and the
owner / operator

Surety Bond
Guaranteeing Payment
or Performance

Owner or operator has
90 days to provide
replacement
mechanism

120 days after the
receipt of a notice of
cancellation by both
the permitting
authority and the
owner / operator

Issuing institution
notifies both the
owner or operator and
permitting authority
by certified mail of a
decision not to extend
the expiration date

Letter of Credit

Owner or operator has
90 days to provide
replacement
mechanism

Use expiration date
from the letter of
credit. This only
applies if the
permitting authority
receives a notice that
the financial institution
will not extend the
letter of credit. This
notice needs to be
received by both the
regulated site and the
regulator by certified
mail at least 120 days
prior to the expiration
date otherwise it is
automatically renewed
for at least one year.

Insurer sends notice
that is intends to
cancel, terminate, or
fail to renew

Insurance

Insurer sends notice at
least 120 days prior to
cancellation,
termination, or intent
not to renew the

120 days after the
receipt of notice of
cancellation by both
the regulator and the
insured

policy
Notification that an Financial Test Owner or operator has [120 days after the
owner or operator no 120 days after the close of the fiscal year
longer qualifies to use close of the fiscal year
the financial test to provide

replacement
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guarantor intends to
discontinue its

mechanism
Notification that a Guarantee Owner or operator has
guarantor no longer 120 days after the
qualifies to use the close of the fiscal year
financial test to provide

replacement

mechanism
Notification that a Guarantee Owner or operator has
guarantor intends to 90 days to provide
discontinue its replacement
guarantee mechanism
Notification that a Guarantee If the owner or

operator fails to
provide replacement

guarantee mechanism within 120
days, the guarantor
must provide an
alternate mechanism

Liability

_______________________________________________________________

termination

Written notice of Insurance 60 days after date of
cancellation of receipt of written
insurance notice

Other notice of Insurance 30 days after date of

receipt of written
notice

Issuing institution
notifies the permitting

Letter of Credit

120 days after date of
receipt of written

authority by certified notice

mail of a decision not

to extend the

expiration date

Receipt of a notice of |Surety Bond 120 days after date of
cancellation by the receipt of written
permitting authority notice

Owner or operator no
longer qualifies to use
the financial test

Financial Test

Owner or operator has
90 days after the close
of the fiscal year to

provide replacement

90 days after the close
of the fiscal year




REPLACEMENT AND EXPIRATION DEADLINES

mechanism
Guarantor notifies that |(Guarantee Owner or operator has [120 days after the
it no longer meets the 120 days after the close of the fiscal year
requirements of the close of the fiscal year |unless the owner or
financial test 40 CFR to provide operator provides an
264.151(h)(2) replacement unless alternative

the owner or operator
provides an alternative

Guarantor with a Guarantee 120 days after date of
substantial business receipt of written
relationship sends notice

notice to terminate

guarantee 40 CFR

264.151(h)(2)
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Permitting

CODING OF PERMITS AND RENEWALS

Due to differences in State practices, the use of modifications, and the appeal of permits, determining
when a permit becomes effective and therefore, when it expires carries the potential for difficultly. In
the past, the tools needed to track renewals were not present. With recent changes to RCRAInfo and
the addition of permitting event codes, the tools are now available. The use of current nationally- and
regionally-defined event codes allows for the accurate tracking of permits and their lifespan.

In order to more efficiently and accurately track the permit life cycle - especially the renewal portion -
the permit event codes below have been provided.

Using the appropriate code will assist in the development of future staffing requirements for handling
renewals, and the development of grant commitments to ensure timely coverage of renewals, and give
EPA the ability to better answer inquiries into the permitting workload. The other main tool to be used
in delineating permit renewals is Permit Series. By creating a new series for renewals, and including the
word "renewal" in the name, the tracking of renewals becomes much easier.

OPO20RN - Permit Renewal Application Received

The OP0O20RN event allows for the tracking of permit renewal applications. It is important to know
which units are being renewed when the renewal is submitted. An application must be submitted 180
days prior to the expiration of a permit to administratively extend the permit. This event should be
entered with the actual date the application is received by the agency.

OP200 - Final Determination (sometimes used as Permit Date)

The Final Determination event should be used to show which decision was finally made on the permit
application. Because of permit appeals, permit denials, and statutory language, the Final Determination
Date is not the best Permit Effective Date.

OP205 - Final Permit Effective (sometimes used as Permit Date)

The Final Permit Effective event allows the user to record when a permit has become final and effective.
Use of this code is, therefore, recommended to show the start day of the ten-year life of most permits.

OP210 - Determination Appealed
OP220 - Appeal Settled

These events should be used any time a Permit Final Determination is appealed. While the event falls
after the Permit Effective event numerically, these codes should occur prior to the Permit Effective
event. Use of these events helps explain the seemingly long period, in some instances, between the
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Final Determination and the Permit Effective Date.

OP260 - Permit Termination

The Permit Termination event should be used in all instances where a permit has been terminated by
EPA. This code is not the same as the Permit Expires code. The legal status of any units attached to a
terminated permit should change to PT.

OP270 - Permit Expires

This event should be used with a scheduled date to show when a permit is set to expire. This event
should be used in conjunction with the Permit Effective event. For example, if an OP205 dated
10/28/2002 is entered and set to expire in 10 years, at the same time, an OP270 with a scheduled date
of 10/28/2012 should also be entered. This allows data users in the future to determine when each
permit expires without reviewing all of the data and running calculations on the Permit Effective Date.

If a permit is not renewed, this code should be used with an actual date and the legal status of the units
should change to PT.

OP315 - Intends to Close Permitted Unit

If a facility notifies the State agency of closing or closed units, but the facility has not submitted a
Closure Plan, use this event to change the operating status of the units from Operating to Inactive. This
change helps in the calculation of the current Permit and Closure Workload universes by moving closing
units from the realm of the operating units to the closure units.
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PERMIT MODIFICATIONS

Permits issued pursuant to RCRA are continuously being modified in accordance with 40 CFR 270.41 and
equivalent State requirements to address changes in facility conditions. Although RCRAInfo is
structured to provide for the tracking of these modifications, the style and manner used varies across
the user community. The Permitting and Corrective Action (PCA) Program Area Analysis (PAA)
identified the following events that occur during the processing of a permit modification and have
established codes OP/PC230 through OP/PC245 to record these events.

e OP/PC230 - The receipt of a modification request from the regulated facility.

e OP/PC231 - A classification of the modification requested in accordance with 40 CFR 270.41.

e 0OP/PC232 - The issuance of a notice of deficiency regarding the permit modification request by
the responsible agency.

e OP/PC233 - The receipt of a revised permit modification request in response to a notice of
deficiency.

e OP/PC235 - A determination that the permit modification is complete and technically adequate.

e OP/PC236 - Public notice of the draft permit modification or intent to deny.

e OP/PC237 - Public hearing(s) on the draft permit modification or intent to deny.

e 0OP/PC240/245 - A final determination regarding the permit modification.
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Frequently Asked Questions

FREQUENTLY ASKED QUESTIONS - HANDLER SEARCH

Below are frequently asked questions related to handler searches. Please also refer to the
Handler Search User's Guide for guidance and answers.

e The search is not returning the handler Id that | provided
e The search is not returning all of the expected handlers
e How do | return to my search results

THE SEARCH IS NOT RETURNING THE HANDLER ID THAT | PROVIDED

Conducting a handler search using the Handler Id is the fastest and most effective way to
search for a handler. If you have provided the Id and the search produces no results, check for
the following:

e The Handler Id provided is correct (no typographical errors)
e The State drop-down list is set to the State associated with the Handler Id provided
e No other search criteria is provided that is interfering with the ability to locate the handler

THE SEARCH IS NOT RETURNING ALL OF THE EXPECTED HANDLERS

Sometimes it can be difficult to find handlers that you know exist within RCRAInfo. This can be
caused by inconsistent data entry, typographical errors, and/or bad search criteria. For
example, a Handler Name search of "Safety Kleen" will NOT return handlers where the Handler
Name is "Safety-Kleen", yet you are likely to want to see those handlers also. A better search
would be to search only on "Kleen". This search would return handlers with a name of "Safety
Kleen" or "Safety-Kleen" (as well as other handler names with the word "kleen" in it). In
general, if the search results do not contain all of the handlers that you expected, make your
criteria more lenient (i.e., "MAIN" instead of "MAIN STREET"; "TALLA" instead of
"TALLAHASSEE", "1st" instead of "FIRST" or vice versa, "ST JAMES" instead of "ST. JAMES" etc.).
Turning on the Historical Search by moving the Yes/No slider box to "Yes" may also help you
find a handler.

HOW DO | RETURN TO MY SEARCH RESULTS



FREQUENTLY ASKED QUESTIONS - HANDLER SEARCH

If you select a handler from the search results page then find that is not the handler that you
were looking for, you can return to your previous search results by clicking the "Search Results"

link in the bread crumbs at the top of the page.
|
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FREQUENTLY ASKED QUESTIONS - USER MAINTENANCE

Below are frequently asked questions related to user maintenance. Please also refer to the
User Maintenance User's Guide for guidance and answers.

e Howdo | change my password?

e Canlchange my User Id/Email address?

e How do | unlock my account?

e What is the difference between the User Maintenance permission and the Industry User
Maintenance permission?

HOW DO | CHANGE MY PASSWORD?

To change your password, go to the My Profile screen by clicking your name in the upper right-
hand corner of the screen and selecting "Profile".

LSITS /7 CH 1 Taools ~ Documentation -

RCRA ./,

Reports ~

John Q Doe
Search Links jdoe email@epa gov

« My "Finish Later" Drafts Profile
s Translate Data
« PCE Data System
Handler Id Handler Name » 2013 - Biennial Report Cycle
« Multi-site Consent Agreement/Final Orders [CAFOg)
« Commitment Maintenance

Basic Criteria

Log out

Click the "Change Password" button. For additional information, click here. Note: If your
password has expired, you will be prompted to change it from the Login page.

CAN | CHANGE MY USER ID/EMAIL ADDRESS?

Yes. To change your email, go to the My Profile screen by clicking your name in the upper right-
hand corner of the screen and selecting "Profile".

RCRA ./,

Reports~  USITS £ i (4 Taals - Documentation -

John O Doe
jdoe emaili@epa gov

Search Links

« My "Finish Later” Drafts Profile
o Tranzlate Data
« PCE Data System
Handler Id Handler HName » 2013 - Biennial Report Cycle
e Multi-site Consent Agreerment/Final Orders [CAFOs)
» Commitment Maintenance

Basic Crtena

Log out

Click the "Change Email" button. For additional information, click here.

57



FREQUENTLY ASKED QUESTIONS - USER MAINTENANCE

HOW DO | UNLOCK MY ACCOUNT?

If your account is locked because of an Administrator action (i.e., an Administrator has
deactivated your account), you must contact an Administrator to unlock (i.e. re-activate) your
account.

If your account is locked because you entered an invalid password more than 3 times, you will
receive the message "Your account has been locked. An e-mail has been sent to you to reset
your password." Click the link follow the instructions provided in the e-mail to unlock your
account and reset your password.

WHAT IS THE DIFFERENCE BETWEEN THE USER MAINTENANCE PERMISSION AND
THE INDUSTRY USER MAINTENANCE PERMISSION?

The User Maintenance permission pertains to the administration of RCRA users - EPA and State
Regulators that are accessing and/or processing information as the regulatory authority for the
implementation and oversight of RCRA Subtitle C. The Industry User Maintenance permission
pertains to the administration of Industry users - Individuals representing hazardous waste sites
that are providing information to EPA and/or their State Regulatory authority. The user
maintenance features and functionality may differ between a RCRA user and an Industry user.
A User may have both the User Maintenance permission and the Industry User Maintenance
permission, if appropriate.
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User's Guide

USER INTERFACE CONTROLS

This topic will show you how to interact with the user interface controls utilized in RCRAInfo.
These controls include:

Calendars

Radio Buttons

Drop-down Lists

Yes/No Slide Boxes

Multi-select Drop-down List / Checkbox Combos
Edit Icon

Delete Icon

Application Time Out

CALENDARS

The Calendar control may be used to enter a date into any appropriate date field. Examples of
date fields on the Site Identification Form include Receive Date, Date the Owner/Operator
Became Current, and Certification Date.

Using a Mouse

59

Left-click inside the box representing the date field.

A monthly image of the calendar will appear. If the date field is currently empty, the
calendar image will show (in peach) today's date. If the date field is populated, the
calendar image will show (in blue) the current value of the date field.

If the date you wish to select is within the month/year displayed, left-click the day of
interest.

If the date you wish to select is not within the month/year displayed, left-click the left-
hand arrows for dates in the past or the right-hand arrows for dates in the future of the
current selected value. These arrows can be found on either side of the Month and Year
displayed at the top of the calendar image. You can also scroll through the calendar a
year at a time by clicking the Month and Year displayed at the top of the calendar
image, and using the arrows to change the year.

As you click the arrows, the calendar image will move forward (right-hand arrows) or
back (left-hand arrows) one month (or one year if the year view is active). Continue to
click these arrows until the desired month/year is displayed.

Left-click the day of interest.

The date selected will be displayed in mm/dd/yyyy format.



USER INTERFACE CONTROLS

Using the Keyboard

1. Tabinside the box representing the date field.

2. A monthly image of the calendar will appear.

3. Using the arrow keys, maneuver to the date of interest and press "enter"” or in
mm/dd/yyyy format type in the date of interest. Note: You do not need to enter
leading zeros, but you must enter the "/" between the month and day, and day and
year. If you enter a two-digit year, years 00 - 49 will default to the twenty-first
century (i.e., 20XX), whereas, years 50 - 99 will default to the twentieth century (i.e.,
19XX).

4. If you type in a valid day (1 - 31) but the day is not valid for that month (i.e.,
04/31/2016), the date will be set to the next valid date (in this case 05/01/2016). If you
type in an invalid month (i.e., a value less than 1 or greater than 12) or an invalid day
(i.e., a value less than 1 or greater than 31), "Invalid date" will be displayed in the date
field.

RADIO BUTTONS
The Radio Button control is used when you must select one and only one value of a list of
values. An example of a radio button on the Site Identification Form is the Reason for

Submittal.

Using a Mouse

1. Left-click the circle next to the value you wish to select.

Using the Keyboard

1. Tab to the radio button.

2. Using the arrow keys, maneuver to the value of interest. In a list that is presented
vertically, the up and/or left arrow will move to the value above the current value; the
down and/or right arrow will move to the value below the current value.

DROP-DOWN LISTS
The Drop-down List control is used to allow the user to select a value from a pre-determined list
of values. Examples of drop-down lists on the Site Identification Form are Non-notifier, County,

and State District.

Using a Mouse

1. Left-click inside the field to reveal the list of values.
2. Move the mouse until the value of interest is highlighted.
3. Left-click to select the highlighted value.
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Using the Keyboard

Tab inside the box representing the drop-down list.

Press the spacebar to display the drop-down list values.

Use the up and down arrows to highlight the value of interest.
Press "Enter" to select the value.

PwwnNE

YES/NO SLIDE BOXES
The Yes/No Slide Box control is used for data that must have either a Yes or No value. Examples
of slider boxes on the Site Identification Form are Extract to Public, Recycler of Hazardous

Waste, and Underground Injection Control.

Using a Mouse

1. Left-click inside the box to toggle to the value (i.e., if the box is set to "No" it will change
to "Yes" and vice versa).

Using the Keyboard

1. Tab to the slide box.
2. Use the left arrow to select "No" and the right arrow to select "Yes".

MULTI-SELECT DROP-DOWN LIST / CHECKBOX COMBOS
The Multi-select Drop-down List / Checkbox Combo control is used for fields where you may
select one or more values at a time. Examples of this control on the Site Identification Form are

Transporter of Hazardous Waste, State Activity, and Waste Codes.

Using a Mouse

1. Left-click inside the field to reveal the list of values.

2. Left-click one or more checkboxes next to the values of interest. The left-click acts as a
toggle, so if the value is already checked, clicking it again will un-check the value.

3. To select a group of values, left-click the checkbox of the first value in the group, then
while pressing the "Shift" key, scroll down to the last value in the group and left-click the
checkbox.

4. Toremove a value from a group, left-click the checkbox of the value to remove, or click
the "x" next to the value in the "Selected" box.

Using the Keyboard

1. Tabinside the box representing the drop-down list.
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2. Press the spacebar to display the drop-down list values.
3. Use the up and down arrows to highlight the value of interest.
4. Press "Enter" or the spacebar to select the value.

EDIT ICON
In various situations, you will be presented with a pencil icon. You will use this icon to edit the
data next to the icon. Examples of this on the Site Identification Form include Owner, Operator,

and Certification.

Using a Mouse

1. Left-click the pencil icon to edit the related data.

Using the Keyboard

1. Tab to the pencil icon.
2. Press "Enter" to edit the related data.

DELETE ICON
In various situations, you will be presented with an icon that looks like an "X". You will use this
icon to delete the data next to the icon. Examples of this on the Site Identification Form include

NAICS, Owner, and Waste Codes.

Using a Mouse

1. Left-click the "X" icon to delete the related data.

Using the Keyboard

1. Tabtothe "X"icon.
2. Press "Enter" to delete the related data.

APPLICATION TIME OUT

If the application has been inactive (i.e., you have not interacted with the application in any
way) for 20 minutes, you will be prompted to stay connected by clicking the "Stay Connected"
button.
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Search

HANDLER SEARCH

In order to view, add, update, and/or delete data for a particular handler, the user must identify
the handler of interest. All handlers are identified with a unique Site Identification Number,
however, the user may not know this number. RCRAInfo provides a mechanism by which you
can search for handlers using the Site Identification Number as well as other information
including the Handler Name, Location Address, and Owner/Operator information. Topics
included are:

e How to Search for a Handler - How to specify various search criteria and how the criteria is
evaluated

e Unsuccessful Searches - What does an unsuccessful search look like

e Successful Searches - What does a successful search look like

e Active Sites Search - How to search on active sites only

e Other Id Search - How to search on Ids other than the EPA Site Identification number

e Historical Search - How to search for information that is not the most recent information for a
handler

SEARCH

The Handler Search mechanism is located on the "Handler" tab of the RCRAInfo Home Page.
The search will, by default, search for handlers in the State associated with your Sponsor. If
your Sponsor is not associated with a State (i.e., EPA Region or Headquarters), the search will,
by default, search the entire nation. To conduct a search in a different State, select the
appropriate State from the drop-down list provided.
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Basic Criterna

Handler Id

Active Sites Other lds
Cff ff

Location Criteria

Street Number

City

Zip

State District

Crwner / Operator Criteria

Search

HANDLER SEARCH

Handler Hame

Historical

off

Street Name

State
UTAH v

County

Specifying the handler's Site Identification Number is the fastest and most effective way to find
a given handler. If you know the handler's Site Identification Number, enter the number in the
Handler Id box. Note: Search criteria provided is case insensitive. That is, ALDO00000000 will
provide the same search results as ald000000000.
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If you do not know the handler's Site Identification Number, provide information for one or
more of the other search criteria. All searches are based on an "and" condition between
criteria; this means that all criteria must be satisfied for the handler to be included in the
results list. Text fields are searched by removing the white space from the field then searching
for the value specified anywhere within the field. For example, searching for "main" in the
Street Name would find "11 MAIN ST", "MAINTENANCE AVE", or "STIGMA INTERSTATE" in the
Street Name field. Exception: If you specify a Handler Id (or part of a Handler Id), the search
will only return handlers that have a Handler Id that STARTS WITH the value provided. All
searches are conducted on the most recent information associated with a handler unless the
Historical box is set to "Yes" (see below for additional information regarding this setting).

Wildcards may also be used for searches within text fields (i.e., Handler Id, Handler Name,
Street Number, Street Name, City, Zip, and State District). The "%" (percent sign) is used to
denote one or more characters that are unknown or missing. A search of "A%Z" in the handler
name will return all handlers whose name contains an "A" and a "Z" and the "A" must occur
prior to the "Z" (examples include "AUTOZONE", "MAZDA" but would not include "ZIPPY
MART"). The " _" (underscore) is used to denote exactly one character. A search of "A_Z" in the
handler name will return all handlers whose name contains an "A" and a "Z" with exactly one
character between them (examples include "AKZO NOBEL COATINGS" and "MILAZZO
CLEANERS").

Once you have provided your search criteria, click "Search".

UNSUCCESSFUL SEARCH

If the criteria that you provide does not yield any results, the Handler Search Results page will
indicate that no handlers were found. You can either return to the home page to conduct
another search, or click the "Create New Handler" button to enter a new handler into RCRAInfo.
You must have the appropriate privileges for the Handler module (Add/Update, Delete, or
Admin) in order to create a new handler. Note: Site Identification Numbers are assigned by
location, so it is imperative that you conduct several searches before creating a new handler
to ensure that a Site Identification Number has not already been created for this location.

Handler Search Results

Show 20 v entries

Active
Handler ID Handler Name Address City State County Status

There are no handlers to display.

Showing 0to 0 of 0 entries Previous = Mext

Create Mew Handler
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SUCCESSFUL SEARCH

Handlers found for the search criteria provided will be displayed on the Handler Search Results
page. The page will show the Handler Id, Handler Name, Location Address (which is a
concatenation of the Street Number, Street Line 1, and Street Line 2 fields), City, State, County,
and Active Site Status. Depending on your screen size, some of these columns may be
"hidden". To see the hidden information, click the badge with the plus sign next to the handler
of interest.

Handler Search Results

Show | 20 v entries

Active

Handler ID Handler Name Address City State County Status

UTRODOO011742 AR PRODUCTS & CHEMICALS INC. - CERAMIC MEMBRANE | 500 NORTH INDUSTRIAL LOOP | TOOELE uT TOOELE H----
FAB. FAC. ~ ROAD

UTROO0010207 BJ SERVICES - ROOSEVELT CHEMICAL SERY ~ 1382 S0UTH 2300 WEST ROOSEVELT uT DUCHESNE = H--

UTRODO007 229 BREMNNTAG PACIFIC, INC. (FREY. QUADRA CHEMICALS) ~ 1575 S0UTH 1625 EAST WERMAL uT UINTAH H----

UTDS8807 4233 CHEMICAL HANDLING CORPORATION ~ 577 WEST 2100 SOUTH SALT LAKE uT SALT LAKE -

cmy

The results are sorted by Handler Name, but you may re-sort the results set by clicking the
arrows next to the column of interest. The arrows act as a toggle between ascending order and
descending order. To sort by more than one column, click the arrows next to the column for
the primary sort, then, while holding down the <shift> key, click the arrows next to the column
for the secondary sort.

The first 20 handlers found will be displayed. You can change the number of handlers displayed
on each page by selecting a value from the "Show entries" drop-down list. You can page
through the results by using the "Previous" and "Next" buttons, as well as specific page
numbers at the bottom of the page.

If the handler that you were searching for appears in this result set, click the appropriate
Handler Name link and choose the module that you want to navigate to. If the handler that you
were searching for is not displayed, see Unsuccessful Search above. If you select a handler,
then determine that it is not the correct handler, you may return to previous handler search
results by using the bread crumbs at the top of the page.

ACTIVE SITE

Users may choose to restrict the search to handlers that are active hazardous waste sites
according to RCRAINnfo's Active Sites flag. RCRAInfo uses the Active Sites flag, also known as the
HPACS (Handler, Permitting, Corrective Action, Converter, and State Activities) flag, to track
whether a handler is an active hazardous waste site according to the most current data
provided. If a site conducts any of these five activities, the corresponding letter will appear in
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the site's Active Sites flag. For example, a site that conducts handler activities and corrective
action activities will have a value of "H-A--".

To conduct a search on active hazardous waste sites, slide the Active Sites box to "On". The
search results will only display sites that contain one or more letters in the Active Sites flag and
match any other search criteria provided. Note: The Active Site designation is meant to
indicate whether a site is likely an active or inactive site, but has no legal significance.

OTHER ID

RCRAINnfo allows for tracking of site identification numbers other than the EPA Site
Identification Number. To include these other site identification numbers in the search, slide
the Other Id box to "On". Note: The Other Id setting ONLY affects the results of the search if
the Handler Id is provided as part of the search criteria.

HISTORICAL

Historical information is captured and maintained for a given Handler Id. Since a Handler Id is
associated with a physical location, historically, a Handler Id may have many Handler Names
associated with it. To include historical information in your search (i.e., not limiting the search
to the most recent information), slide the Historical box to "On". The search results may have
multiple records for the same Handler Id, if multiple historical records meets the selection
criteria. It is immaterial which handler name you select for a given Handler Id. Note: You
cannot do a search with both the Other Id and Historical settings set to "On".
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The e-Manifest Search allows you to search for manifests meeting the criteria provided. To
conduct a manifest search, go to the "e-Manifest" tab of the RCRAInfo Home Page. You must
provide search criteria for the Manifest Tracking Number, Site Type/Handler ID, or Date Range
Type/Date Range. Other optional search criteria includes the Status. Specify the desired
criteria and click "Search". The manifest must meet the condition of ALL of the search criteria
specified to appear in the results set. From this results set you may view the full manifest or
view the waste summary information.

Additional instructions for specifying criteria for a Handler ID and Date Range are provided
below.

HANDLER ID

To specify a Handler ID, you must first indicate the Site Type (Generator, Transporter, or TSDF)
that you want to search. For example, if you select a Site Type of "Generator" and provide the
Handler ID of "ALROO0000000", manifests in which this site is a party to and the generator on
the manifest is "ALRO00000000' will be returned. If you do not know the Handler ID for the site
for which you want to search, you may click the "Find Handler" link below the Handler ID text
box. A pop-up window will be displayed allowing you to search for the handler by Handler
Name and/or Location Address (Street, City, Zip, State). Click the Handler ID of the appropriate
handler, if found, from the results set to populate the Handler ID text box on the primary
search screen.

DATE RANGE

To specify a Date Range, first indicate the date in which you want to search against (Shipped,
Received, Certifier, Last Updated). Next, indicate if you want to search within the last 30, 90, or
180 days. You may specify a specific date range by selecting "Custom" and providing a Start
and End Date. It is recommended that you use as small of date range as is practical.
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PCB SITE SEARCH

In order to view, add, update, and/or delete PCB data for a particular site, the user must
identify the site of interest. All sites are identified with a unique Site Identification Number,
however, the user may not know this number. RCRAInfo provides a mechanism by which you
can search for sites using the Site Identification Number as well as other information including
the Site Name and Location Address. Topics included are:

e How to Search for a Site - How to specify various search criteria and how the criteria is evaluated

e Unsuccessful Searches - What does an unsuccessful search look like

e Successful Searches - What does a successful search look like

e How to Search for a Site within RCRAInfo - How to search for a site within RCRAInfo if you are
unable to fight within the PCB module

SEARCH
The Site Search mechanism is located on the PCB tab of the RCRAInfo Home Page. You must

specify the State in which the site is located, as denoted by the red asterisk, by selecting the
appropriate State from the drop-down list provided.
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Search Criteria

Basic Criteria

Site ID Site Name

Location Criteria

Street Number Street Name
City State ¥
Zip County

Specifying the site's Site Identification Number is the fastest and most effective way to find a
given site. If you know the site's Site Identification Number, enter the number in the Site Id
box. Note: Search criteria provided is case insensitive. That is, ALDO00000000 will provide
the same search results as ald000000000.

If you do not know the site's Site Identification Number, provide information for one or more of
the other search criteria. All searches are based on an "and" condition between criteria; this
means that all criteria must be satisfied for the site to be included in the results list. Text fields
are searched by removing the white space from the field then searching for the value specified
anywhere within the field. For example, searching for "main" in the Street Name would find
"11 MAIN ST", "MAINTENANCE AVE", or "STIGMA INTERSTATE" in the Street Name field.
Exception: If you specify a Site Id (or part of a Site Id), the search will only return sites that
have a Site Id that STARTS WITH the value provided.

Wildcards may also be used for searches within text fields (i.e., Site Id, Handler Name, Street
Number, Street Name, City, and Zip). The "%" (percent sign) is used to denote one or more
characters that are unknown or missing. A search of "A%Z" in the site name will return all sites
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whose name contains an "A" and a "Z" and the "A" must occur prior to the "Z" (examples
include "AUTOZONE", "MAZDA" but would not include "ZIPPY MART"). The "_" (underscore) is
used to denote exactly one character. A search of "A_Z" in the site name will return all sites
whose name contains an "A" and a "Z" with exactly one character between them (examples
include "AKZO NOBEL COATINGS" and "MILAZZO CLEANERS").

Once you have provided your search criteria, click "Search".

UNSUCCESSFUL SEARCH

If the criteria that you provide does not yield any results, the Sites Search Results page will
indicate that no sites were found. You can either return to the home page to conduct another
search, or click the "Add PCB Record with RCRA ID" or "Create New Site with TSCA ID" buttons
to enter a new site. Note: Site Identification Numbers are assigned by location, so it is
imperative that you conduct several searches before creating a new site to ensure that a Site
Identification Number has not already been created for this location.

Home / PCE Site Search

Show 10 v entries
Site ID Site Name Address City State Zip
There are no sites to display.
Showing 0to 0 of 0 entries Previous Mext

Add PCE Record with RCRA D Create New Site with TSCA 1D Back To Search Criteria

SUCCESSFUL SEARCH

Sites found for the search criteria provided will be displayed on the Sites Search Results page.
The page will show the Site Id, Site Name, Location Address (which is a concatenation of the
Street Number, Street Line 1, and Street Line 2 fields), City, State, and Zip. Depending on your
screen size, some of these columns may be "hidden". To see the hidden information, click the
badge with the plus sign next to the site of interest.

Show 10 v entries
Site ID Site Name Address City State Zip
ALDIg0559850 FUELS AND CHEMICALS, INC COUNTRY ROAD 14 COALING AL 35449
ALDOOBI20774 MONSANTO CHEMICAL GO HAY 20 W DECATUR AL 35602

Showing 1to 2 of 2 entries Previous MNest

Add PCE Recard with RCRA 1D Create New Site with TSCA 1D Back To Search Criteria
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The results are sorted by Site Name, but you may re-sort the results set by clicking the arrows
next to the column of interest. The arrows act as a toggle between ascending order and
descending order. To sort by more than one column, click the arrows next to the column for
the primary sort, then, while holding down the <shift> key, click the arrows next to the column
for the secondary sort.

The first 10 sites found will be displayed. You can change the number of sites displayed on each
page by selecting a value from the "Show entries" drop-down list. You can page through the
results by using the "Previous" and "Next" buttons, as well as specific page numbers at the
bottom of the page.

If the site that you were searching for appears in this result set, click the appropriate Site ID
link. If the site that you were searching for is not displayed, see Unsuccessful Search above or
Site Search Within RCRAInfo below for additional information. If you select a site, then
determine that it is not the correct site, you may return to previous site search results by using
the bread crumbs at the top of the page.

SITE SEARCH WITHIN RCRAINFO

The search that is conducted from the PCB Tab only searches for sites within the PCB module.
If searching for a site within the PCB module is unsuccessful, you should determine if the site
has been assigned a RCRA identification number before creating a TSCA identification number.
To do this, click the "Add PCB Record with RCRA ID" button from the search results screen. A
Search pop-up window will be displayed populated with the same search criteria that you used
to search the PCB module. You may add, change, or delete this search criteria as necessary,
then click the "Search" button. The pop-up window will be displayed showing the Search
Results and functions similarly to the PCB Search Results screen. If the site you are searching
for is displayed, click the appropriate Site ID link.
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Handler

INTRODUCTION

The U.S. Environmental Protection Agency's (EPA's) mission to protect human health and the
environment includes the responsibility to effectively manage, with the States, the nation's
hazardous waste facilities regulated under the Resource Conservation and Recovery Act of 1976
(RCRA), as amended by the Hazardous and Solid Waste Amendments of 1984 (HSWA). As part
of this task, the EPA and the States collect and maintain information about sites that are
conducting RCRA Subtitle C activities via the RCRA Subtitle C Site Identification Form (8700-12).
Additionally, regulators use inspections to obtain and confirm hazardous waste activity at a
site. In some instances, an emergency or temporary situation may require a site to provide
hazardous waste activity information to the regulator. All information regarding a site's
hazardous waste activity is contained in the Handler Module within RCRAInfo.

PERMISSIONS

In order to add, update, or delete data associated with the Handler Module, you must obtain
the appropriate permissions. The Handler Module permissions are only associated with a State
entity. That s, is you select Region 01 from the Permissions for Entity drop-down list on the My
Permissions tab of your Profile, you will NOT see the Handler permission. The permission is
only displayed when you select a State from the Permissions for Entity drop-down list. EPA
Regional personnel that want to obtain permissions (other than Read) for one or more
authorized States must request the permission from the appropriate State data administrator.

The Handler Module has four levels of permissions:

Permission Permission Description

The user may view all data within the Handler module but may not add, change, or delete
the data. All users are given Read access to the Handler module by default.

Add/Update The user may add and/or update the Handler data associated with their entity .

Read

Delete The user may add, update, and/or delete the Handler data associated with their entity.
The user may add, update, and/or delete the Handler data associated with their entity.
Admin The user may also grant and/or revoke Handler module permissions from other users

within their entity.

Contact your data administrator to obtain the appropriate permissions.
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HANDLER DASHBOARD

The Handler page displays a page header that shows the Handler Name on the far left, the
Location Address in the middle, and the Handler Id on the far right. If the site has been
assigned a tribal name, an icon will be displayed next to the Handler Id. Click the icon to see
the tribal name assigned.

The primary Handler page is divided into five tabs: Universes, Source Summary, Maintain Other
Ids, Tribal Data, and Quick Reports. Note: The Tribal Data tab is only present for Users who
have Tribal Maintenance permissions. \When you select a handler from the Handler Search
Results and choose to go to the Handler module, you will be taken to the Source Summary tab.

UNIVERSES

The Universes tab displays the Handler, Permitting, Corrective Action, CM&E, and GPRA
universes associated with this handler. Information pertaining to each universe may be
ascertained by clicking the informational icon next to the universe of interest. The Handler
universes are updated any time a source record is added, updated, and/or deleted. The
remaining universes are updated every two hours, or may be updated for a particular handler /
module in RCRAInfo V5 by selecting the handler, and clicking "Universe Calculations" from the
module's main menu.

SOURCE SUMMARY

The Source Summary tab displays key information for every source record associated with the
handler. Information displayed includes the Source Type, Sequence Number, Receive Date,
Certification Date, Federal Generator Status, Non-notifier Indicator, Hazardous Secondary
Material (HSM) Data Indicator, and Origin of Data. Note: You will not see the HSM Data
Indicator if your State is not opted into the reporting of HSM data.

The double asterisk, '**', next to a source record indicates that this source record is the most
recent source of information for this site. This record is used to calculate the universes
associated with this site. The most recent source record is determined by the most recent
certification date. If no certification date is provided, the most recent received date is used. If
the most recent date results in more than one source record, the following hierarchy is applied
to determine the most recent source: | (Implementer), N (Notification), B (Biennial Report with
Notification), R (Biennial Report), A (Part A), T (Temporary), and E (Emergency).

The data is originally sorted by the most recent Receive Date but may be re-sorted by clicking

the arrows next to the column of interest. The arrows act as a toggle between ascending order
and descending order. To sort by more than one column, click the arrows next to the column
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for the primary sort, then, while holding down the <shift> key, click the arrows next to the
column for the secondary sort.

The 10 most recent source records will be displayed. You can change the number of source
records displayed on each page by selecting a value from the "Show entries" drop-down list.
You can page through the source records by using the "Previous" and "Next" buttons, as well
as specific page numbers at the bottom of the page.

The HSM Data column indicates if that particular source record contains HSM data. This is
provided to allow the user to see which source records have HSM data and to see which source
record contains the most recent HSM data, as it may not necessarily be the most recent source
record.

The information in the Source column is hyper-linked. Click these links to see the data
associated with a source record in View or Update mode (depending on your permissions). You
may also add a new source record from this tab by clicking the "Add Source Record" button at
the bottom of the page if you have the appropriate permissions.

MAINTAIN OTHER IDS

Within RCRAInfo, handlers are assigned a Federal EPA Identification Number. However,
RCRAINnfo provides the capability to assign additional identification numbers to a handler and to
specify each Id's relationship to the EPA Id. The gray badge on the Maintain Other Ids tab
indicates the number of other Ids that have been assigned to this handler. You can see the
other Ids associated with this handler by clicking the Maintain Other Ids tab. If other Ids exist
for this handler, the Other Id, Activity Location, Same Facility Indicator, Relationship, and Notes
will be displayed for each other Id.

To add an Other Id for this handler, click the "Add Other Id" button at the bottom of the page.
Provide, at a minimum, the required information as denoted by the red asterisks. Provide
additional information as appropriate. Click "Save" to complete this addition, or "Cancel" to
discard this information. Note: If the Other Id provided is an Id that exists in RCRAInfo, then
you will be able to see this association from either handler, but you only need to enter the
association once. You may also go to the Handler Source Summary tab of the Other Id by
clicking the Other Id hyperlink.

To edit the data associated with an Other Id, click the pencil next to the Id of interest. You may
edit the Same Facility Indicator, Relationship, and Notes fields, but cannot update the Activity
Location or Other Id. Click "Save" to complete your revisions or "Cancel" to discard the
revisions.

To delete an Other Id, click the "x" next to the Id of interest. Note: If the Other Id deleted is an
Id that exists in RCRAInfo, the association will be removed from both handlers.
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TRIBAL DATA

The Federal government has implemented a data standard to collect tribal name for
installations located on tribal lands. To satisfy this standard, Users with Tribal Maintenance
permissions can assign a tribal name by clicking the Tribal Data tab. A tribal name may only be
assigned if the site has at least one source record where the Land Type, Owner Type, and/or
Operator Type is set to "Indian". Note: This does NOT have to be the most recent source
record. Select the appropriate tribal name from the drop-down list provided and click "Save".

QUICK REPORTS

The Quick Reports tab provides the user with access to handler reports that are handy to run
for a single handler. These reports include the Site Detail Report and the History of Activity
Report. If you run either of these reports from this tab, it will submit the report for this handler
only. See the report cover page to see other selection criteria that is specified for these
reports.

Additionally, you can see source records that were entered into the legacy data system (RCRIS),
but, for various reasons, were not included in RCRAInfo, by selecting the Legacy Data report.
This information is intended to tell the user that there are other paper sources available if they
need a complete history of activity at the site.
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CREATE NEW HANDLER

EPA Site Identification Numbers are assigned to a physical location, NOT a business or company.
It is imperative that you conduct several handler searches using the address parameters
(Street, City, County) to determine if a Site ID exists for the location of interest. If a Site ID does
not exist, you may assign a new ld by clicking "Create New Handler" on the Search Results page.
Note: The "Create New Handler" button will not be present if you do not have Add/Update,
Delete, or Administrator privileges for the Handler module for at least one activity location.

ASSIGN AN ID

The user has the option of assigning a Site Id or having the application generate a Site Id. In
either case, the Id must begin with a two-digit State Postal Code followed by 2 - 10
alphanumeric characters. The State's for which you have appropriate privileges will be
displayed in the first drop-down list. Select the State where this site is located from this list. If
you have permissions for only one State, that State will automatically be selected for you. The
default value for the third character is "R" unless your State has identified a different default
value, however, you may change this value to any alphanumeric value. To assign an Id, enter 1
- 9 alphanumeric characters in the third box. Once you have populated all three boxes
appropriately, click "Create This Id". The Id that you assign must be unique, and the application
will return an error if you enter an Id that already exists.

If you want the application to generate the Id, leave the third box empty and click "Generate an
Id". The application will create an Id with the state postal code and third character specified,
followed by 9 digits.

The General Information (Receive Date, Non-notifier, Extract to Public, and Acknowledgement
Flag), Reason for Submittal, Handler ID, and Activity Location will be displayed. Once you
provide the Receive Date and the Reason for Submittal, the remaining information related to
that source record will be displayed.

REQUIRED DATA

Required data elements are marked with a red asterisk next to the label. At a minimum, data
for these items must be provided in order to save your source record. Required data elements
are determined using the Receive Date and Reason for Submittal (for more information, see
Handler Business Rules). Some data are required based on the value of other data. For
example, if you indicate that a site is a Short-term Generator in Item 10.A.2, a text box will be
provided for you to enter comments as to why this site is a Short-term Generator. These
comments are required. Another example of conditionally-required data includes waste codes
which must be provided if certain regulatory activities are selected. These asterisks are
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dynamic, so if you change your Receive Date and/or Reason for Submittal, the asterisk will be
appropriately refreshed.

FINISH LATER

At any time after you have provided the Receive Date and Reason for Submittal, you may click
the "Finish Later" button at the bottom of the page. This will create a draft version of this
source record. This draft does NOT have to meet the business rules in order to be created.
That is, a draft can be created even if data is missing for required fields. The Finish Later
feature was created to allow the user to periodically save their work and/or to save information
in a draft form while collecting additional information for the source record. Once a draft is
created, you may access it under the "Drafts" section on the Source Summary tab. Note: Only
one draft source record may exist for a given site. No one will be allowed to add a new source
record or edit an existing source record for this site until the draft source record is completed
(i.e., saved to the database) or discarded.

ADDRESSES

For all addresses (Location, Mailing, Contact, Permit Contact, Owner, and Operator), the City
and State may be auto-populated by entering the Zip. If the Zip is associated with more than
one City, you may select the appropriate City from the drop-down list provided. If the
appropriate City is not presented, you may enter it manually.

When entering the Mailing, Contact, or Permit Contact Address, you have the option to copy
the address from an address already entered by using the "Copy From Address" drop-down list.
For example, to copy the Mailing Address into the Contact Address, select "Mailing" from the
Contact Address "Copy From Address" drop-down list. You may also delete an existing address

by clicking "Copy From Address" and selecting "Clear".

OWNER / OPERATOR

The "Copy From" link in the upper right-hand corner of the Owner or Operator modal allows
the user to copy address information from the Location, Mailing, or Contact address, or to copy
owner or operator information from an existing owner or operator.

To copy address information, click the "Copy From" link, then click the address to copy from
(Location, Mailing, or Contact). All of the address information (Street Number, Street 1, Street
2, Zip, City, State, and Country) associated with the current owner or operator will be deleted
and replaced with the address information from the source selected. You may make revisions
to this information as needed.

To copy owner or operator information from an existing owner or operator, click the "Copy

From" link, then click the owner or operator name from which to copy the owner or operator
information. All of the information associated with the owner or operator selected will be
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copied into the current owner or operator. You may make revisions to this information as
needed.

ADOPTABLE RULES

There are several sections of the Site Identification Form that can only be completed if your
State has adopted that particular rule. These include:

o Eligible Academic Entities with Laboratories

e Episodic Generation

¢ LQG Consolidation of VSQG Hazardous Waste

¢ Notification of LQG Site Closure for a Central Accumulation Area or Entire Facility
e Notification of Hazardous Secondary Material (HSM) Activity

e Managing Hazardous Waste Pharmaceuticals

Click here for information on how to indicate that your State has adopted a particular rule.
WASTE CODES

Waste codes are selected from the drop-down list provided, either one at a time or as a group.
Click here for information on selecting multiple values from a drop-down list.

To streamline the entry of many wastes codes, you may click the "Select all" box from the drop-
down list at any time . This will place all of the waste codes currently displayed in the drop-
down list into the "Selected" list. For example, if you want to select all "D" codes, you would
first type "D" into the Search box to limit the drop-down list to waste codes that start with "D",
then click the "Select all" box to place the codes into the "Selected" list.

HAZARDOUS SECONDARY MATERIAL

Eligible sites have the option to notify under 40 CFR 260.42 that they will begin managing, are
still managing, or will stop managing hazardous secondary material under 40 CFR 260.30, 40
CFR 261.4(a)(23), (24), or (27) or notify under 40 CFR 260.43(a)(4)(iii) that the product of their
recycling process has levels of hazardous constituents that are not comparable to or unable to
be compared to a legitimate product or intermediate but that the recycling is still legitimate.

However, in order for a site to report this information, the State must first adopt these rules.
If your State has not adopted these rules, section 12 will display the message "HSM is not
applicable". You will not be allowed to enter any Hazardous Secondary Material (HSM)
information for this State until the State indicates that they are participating in these rules (see
Opting into Hazardous Secondary Material for more information).
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Even if your State is participating in HSM, you have the option to report or not report HSM
information for the new source record. Note: The rules associated with HSM were
implemented on December 29, 2008. Even if your State has adopted these rules, you will not
be able to enter information relating to HSM for source records with a Receive Date prior to
December 29, 2008 (the message "HSM is not applicable" will be displayed). The Yes/No slide
box in section 12 allows you to indicate whether you are reporting HSM activity for this source
record. If you leave the indicator at No (the default), no HSM information will be populated for
this source record. If you slide the indicator to Yes, you will be allowed to add the HSM
information as appropriate.

REVIEW

Once you have completed all of the data entry, click the "Review" button at the bottom of the
page. If you have any required data that is missing or data that does not meet the
requirements of the business rules, an error will be displayed and you will be taken to that
portion of the form to complete or correct the information. You cannot proceed with the
review process until all required data is provided and all data meets the business rules.

If all required data is provided and meets the business rules, the Source Record Review page
will be displayed. This page shows all of the information provided for the source record in a
read-only format. If the data is correct, click the "Save" button at the bottom of the page to
save the new source record to the RCRAInfo database. If you see errors or need to make
revisions to the data, click the "Make Changes" button at the bottom of the page to return to
the Create New Handler page. Note: The new source record will not be saved to the database
and available for queries and/or reports until the "Save" button is clicked on the Source
Record Review page.
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ADD SITE IDENTIFICATION FORM

Historical information regarding a site is collected and maintained in a site's handler source
records. A new source record should be added each time a site submits an 8700-12 (Site
Identification) Form, a site submits an 8700-23 (Part A Permit Application) Form, an inspector
conducts an inspection of the site, or any time that the site and/or regulatory agency
documents any change happening at the site (name, address, contacts, owner/operator,
Subtitle C activities, etc.). To add a new source record for a site, click the "Add Site
Identification Form" button on the Source Summary tab for the handler of interest. Note: The
"Add Site Identification Form" button will not be present if a draft source record exists for this
handler. If a draft exists, you must either complete the draft or discard the draft before you
can add a new source record.

The General Information (Receive Date, Non-notifier, Extract to Public, Accessibility, and
Acknowledgement Flag), Reason for Submittal, Handler ID, and Activity Location will be
displayed. Once you provide the Receive Date and the Reason for Submittal, the remaining
information related to that source record will be displayed. This information will be pre-
populated with the information from the most recent source record. You may add, change, or
delete information on this form as appropriate.

REQUIRED DATA

Required data elements are marked with a red asterisk next to the label. At a minimum, data
for these items must be provided in order to save your source record. Required data elements
are determined using the Receive Date and Reason for Submittal (for more information, see
Handler Business Rules). Some data are required based on the value of other data. For
example, if you indicate that a site is a Short-term Generator in Item 10.2, a text box will be
provided for you to enter comments as to why this site is a Short-term Generator. These
comments are required. Another example of conditionally-required data includes waste codes
which must be provided if certain regulatory activities are selected. These asterisks are
dynamic, so if you change your Receive Date and/or Reason for Submittal, the asterisk will be
appropriately refreshed.

FINISH LATER

At any time after you have provided the Receive Date and Reason for Submittal, you may click
the "Finish Later" button at the bottom of the page. This will create a draft version of this
source record. This draft does NOT have to meet the business rules in order to be created.
That is, a draft can be created even if data is missing for required fields. The Finish Later
feature was created to allow the user to periodically save their work and/or to save information
in a draft form while collecting additional information for the source record. Once a draft is
created, you may access it under the "Drafts" section on the Source Summary tab. Note: Only
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one draft source record (excluding a draft created as part of a Biennial Report submission)
may exist for a given site. No one will be allowed to add a new source record or edit an
existing source record for this site until the draft source record is completed (i.e., saved to the
database) or discarded.

ADDRESSES

For all addresses (Location, Mailing, Contact, Permit Contact, Owner, and Operator), the City
and State may be auto-populated by entering the Zip. If the Zip is associated with more than
one City, you may select the appropriate City from the drop-down list provided. If the
appropriate City is not presented, you may enter it manually.

When entering the Mailing, Contact, or Permit Contact Address, you have the option to copy
the address from an address already entered by using the "Copy From Address" drop-down list.
For example, to copy the Mailing Address into the Contact Address, select "Mailing" from the
Contact Address "Copy From Address" drop-down list. You may also delete an existing address

by clicking "Copy From Address" and selecting "Clear".

OWNER / OPERATOR

The "Copy From" link in the upper right-hand corner of the Owner or Operator modal allows
the user to copy address information from the Location, Mailing, or Contact address, or to copy
owner or operator information from an existing owner or operator.

To copy address information, click the "Copy From" link, then click the address to copy from
(Location, Mailing, or Contact). All of the address information (Street Number, Street 1, Street
2, Zip, City, State, and Country) associated with the current owner or operator will be deleted
and replaced with the address information from the source selected. You may make revisions
to this information as needed.

To copy owner or operator information from an existing owner or operator, click the "Copy
From" link, then click the owner or operator name from which to copy the owner or operator
information. All of the information associated with the owner or operator selected will be
copied into the current owner or operator. You may make revisions to this information as
needed.

REGULATED WASTE ACTIVITY INACTIVATION

To simplify the data entry process, a link is provided in section 10 to inactivate all regulatory
waste activities. Note: The term "inactivation" is used to describe what this link does but
does not have any regulatory meaning. By clicking the "Turn Off All Activities" link, you will be
asked to select a reason for inactivating these activities and you may optionally provide
additional comments. Note: If you select "Other" as the reason for inactivating the
regulatory waste activities, you must provide comments. The Federal Generator Status will be
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set to "Not a Generator". The value in the State Generator Status will be deleted and you will
need to select your State value that indicates that the site is no longer a generator. Note: If
your State has only one state-defined generator value (i.e., "Same as Federal"), that value
will be automatically selected. All other regulated waste activities will be set to No, including
the Withdrawal from Subpart K if appropriate.

No data outside of section 10, including waste codes and hazardous secondary material will be
changed by clicking this link. To remove the waste codes, click the "Clear All" buttons
underneath the Federal and State Waste Code drop-down lists. If HSM data exists for this site,
you should report that this site has stopped managing HSM and/or stopped producing a
recyclable material that is not comparable to a legitimate product or intermediate.

ADOPTABLE RULES

There are several sections of the Site Identification Form that can only be completed if your
State has adopted that particular rule. These include:

e Eligible Academic Entities with Laboratories

e Episodic Generation

e LQG Consolidation of VSQG Hazardous Waste

¢ Notification of LQG Site Closure for a Central Accumulation Area or Entire Facility
e Notification of Hazardous Secondary Material (HSM) Activity

e Managing Hazardous Waste Pharmaceuticals

Click here for information on how to indicate that your State has adopted a particular rule.
WASTE CODES

Waste codes are selected from the drop-down list provided, either one at a time or as a group.
Click here for information on selecting multiple values from a drop-down list.

To streamline the entry of many wastes codes, you may click the "Select all" box from the drop-
down list at any time . This will place all of the waste codes currently displayed in the drop-
down list into the "Selected" list. For example, if you want to select all "D" codes, you would
first type "D" into the Search box to limit the drop-down list to waste codes that start with "D",
then click the "Select all" box to place the codes into the "Selected" list.

HAZARDOUS SECONDARY MATERIAL
Eligible sites have the option to notify under 40 CFR 260.42 that they will begin managing, are

still managing, or will stop managing hazardous secondary material under 40 CFR 260.30, 40
CFR 261.4(a)(23), (24), or (27) or notify under 40 CFR 260.43(a)(4)(iii) that the product of their
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recycling process has levels of hazardous constituents that are not comparable to or unable to
be compared to a legitimate product or intermediate but that the recycling is still legitimate.

However, in order for a site to report this information, the State must first adopt these rules.
If your State has not adopted these rules, section 12 will display the message "HSM is not
applicable". You will not be allowed to enter any Hazardous Secondary Material (HSM)
information for this State until the State indicates that they are participating in these rules (see
Opting into Hazardous Secondary Material for more information).

Even if your State is participating in HSM, you have the option to report or not report HSM
information for the new source record. Note: The rules associated with HSM were
implemented on December 29, 2008. Even if your State has adopted these rules, you will not
be able to enter information relating to HSM for source records with a Receive Date prior to
December 29, 2008 (the message "HSM is not applicable" will be displayed). The Yes/No slide
box in section 12 allows you to indicate whether you are reporting HSM activity for this source
record. If you leave the indicator at No (the default), no HSM information will be populated for
this source record. If you slide the indicator to Yes, the most recent HSM information for this
site (which may or may not be associated with the most recent source record for this site) will
be populated and you will be allowed to add, edit, or delete the HSM information as
appropriate. If you choose not to report HSM information, this does NOT mean that the site
has stopped managing HSM and/or stopped producing a recyclable material that is not
comparable to a legitimate product or intermediate. The only way to remove a site from the
HSM universe is to report that they have stopped managing HSM and stopped producing a
recyclable material that is not comparable to a legitimate product or intermediate.

REVIEW

Once you have completed all of the data entry, click the "Review" button at the bottom of the
page. If you have any required data that is missing or data that does not meet the
requirements of the business rules, an error will be displayed and you will be taken to that
portion of the form to complete or correct the information. You cannot proceed with the
review process until all required data is provided and all data meets the business rules.

If all required data is provided and meets the business rules, the Source Record Review page
will be displayed. This page shows all of the information provided for the source record in a
read-only format. If the data is correct, click the "Save" button at the bottom of the page to
save the new source record to the RCRAInfo database. If you see errors or need to make
revisions to the data, click the "Make Changes" button at the bottom of the page to return to
the Add a Site Identification Form page. Note: The new source record will not be saved to the
database and available for queries and/or reports until the "Save" button is clicked on the
Source Record Review page.
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UPDATE SITE IDENTIFICATION FORM

The Update feature is provided to allow users to correct previously entered Site Identification
data. The Update feature should NEVER be used to enter data from a new Site Identification
Form. To update a source record for a site, click the source hyperlink on the Source Summary
tab for the handler of interest. Note: If you click a source hyperlink and a draft source record
exists for this handler, the source record you selected will be displayed in VIEW ONLY mode.
That is, you will not be allowed to update the source record until the draft source record is
completed or discarded.

BIENNIAL REPORT SOURCE RECORDS

Biennial Report (R) source records and Biennial Report with Subsequent Notification (B) source
records cannot be updated in this manner. If you select a Biennial Report or Biennial Report
with Subsequent Notification source record, the record will be displayed in VIEW ONLY mode
and cannot be revised.

RECEIVE DATE

Prior versions of RCRAInfo did not allow the user to change the Receive Date. Now, the Receive
Date can be changed to a date within 30 days prior to or 30 days after the original Receive Date.
If the revised Receive Date is outside of this window, you will need to add a new source record,
then delete the existing source record to capture the new Receive Date.

DATA THAT CANNOT BE UPDATED

The user is not allowed to update the following data once a source record is created: Reason
for Submittal, Handler ID, Activity Location, and the HSM activities indicator (click here for
additional information).

DATA THAT CAN BE UPDATED

All Site Identification data, with the exceptions noted above, can be added, revised, and/or
deleted as appropriate. However, you will not be able to save the data unless the data meets
all of the business rules associated with that Reason for Submittal and Receive Date (see
Review below for additional information).

HAZARDOUS SECONDARY MATERIAL

When a source record is created, the user is asked if they are providing Hazardous Secondary
Material (HSM) data. If the user answered "No", HSM data cannot be provided as part of the
update process. If the user answered "Yes", the user may update HSM information as
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appropriate but the user CANNOT change the answer to "Are you notifying under 40 CFR
260.42 that you will begin managing, are managing, or will stop managing hazardous secondary
material under 40 CFR 260.30, 40 CFR 261,4(a)(23), (24), or (25)?"

FINISH LATER

At any time, you may click the "Finish Later" button at the bottom of the page. This will create
a draft version of this source record. This draft does NOT have to meet the business rules in
order to be created. That is, a draft can be created even if data is missing for required fields.
The Finish Later feature was created to allow the user to periodically save their work and/or to
save information in a draft form while collecting additional information for the source record.
Once a draft is created, you may access it under the "Drafts" section on the Source Summary
tab. Note: Only one draft source record may exist for a given site. No one will be allowed to
add a new source record or edit an existing source record for this site until the draft source
record is completed (i.e., saved to the database) or discarded.

REVIEW

Once you have completed all of the updates, click the "Review" button at the bottom of the
page. If you have any required data that is missing or data that does not meet the
requirements of the business rules, an error will be displayed and you will be taken to that
portion of the form to complete or correct the information. You cannot proceed with the
review process until all required data is provided and all data meets the business rules.

If all required data is provided and meets the business rules, the Source Record Review page
will be displayed. This page shows all of the information provided for the source record in a
read-only format. If the data is correct, click the "Save" button at the bottom of the page to
save the updated source record to the RCRAInfo database. If you see errors or need to make
revisions to the data, click the "Make Changes" button at the bottom of the page to return to
the Update Source Record page. Note: The revised source record will not be saved to the
database and available for queries and/or reports until the "Save" button is clicked on the
Source Record Review page.
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DELETE SITE IDENTIFICATION FORM

The Delete feature is provided to allow users to delete Site Identification data in the case where
the form was entered in error. The Delete feature should be used VERY SPARINGLY as it is
imperative to maintain historical information regarding a site. To delete a source record for a
site, click the source hyperlink on the Source Summary tab for the handler of interest. Note: If
you click a source hyperlink and a draft source record exists for this handler, the source record
you selected will be displayed in VIEW ONLY mode. That is, you will not be allowed to delete
the source record until the draft source record is completed or discarded.

BIENNIAL REPORT SOURCE RECORDS

Biennial Report (R) source records and Biennial Report with Subsequent Notification (B) source
records cannot be deleted in this manner. If you select a Biennial Report or Biennial Report
with Subsequent Notification source record, the record will be displayed in VIEW ONLY mode
and cannot be deleted.

DELETE

To delete the selected source record, click the "Delete" button at the bottom of the page. A
pop-up window will confirm that you want to delete this source record. Click "Delete" to
continue with the deletion of the source record, or "Cancel" to abort the process. Note: You
are not allowed to delete a source record if only one source record exists for the handler. In
this instance, the "Delete" button will not be present at the bottom of the page.

RCRAINnfo requires that all handlers have at least one handler source record. If you want to
delete the last handler source record, then the entire handler (including data from ALL
modules) must be deleted. Since the application does not allow you to delete the last handler
source record, you must request this through USITS. Once the request is received, EPA
Headquarters will manually delete the handler from RCRAInfo.
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EMERGENCY IDS

Occasionally, there are situations in which a site/person may need to obtain an EPA ID
immediately. This may be the result of an accident or spill that requires immediate attention
and hazardous waste to be reported on a manifest. States have various procedures in place to
accommodate these situations. States may elect to allow the RCRAInfo application to
automatically assign an EPA ID number for these emergency situations. To do this, the State
must first opt in by clicking "Tools" from the Main Menu, selecting "State Participation”, then
clicking the "Emergency Site ID" tab. Note: You must have Administrator permissions for the
Handler Module in order to set your State's participation level. Click here for additional
information on how to opt in.

Once your State has opted in, emergency responders and other appropriate personnel will be
able to obtain an EPA ID by clicking the "Obtain Emergency ID" button on the
www.epa.gov/emergency-response website. The emergency responder must provide their
Location Address, Contact Information, Federal Generator Status, and Comments describing the
emergency situation and the hazardous waste generated. An EPA ID will be assigned and an "E"
source record will be created. An email will be sent to the State's Handler Module
Administrator indicating that an emergency submission was made and an EPA Id was created.
Regulators should review the submission for correctness and completeness. Note: Sites not
responding to an emergency situation SHOULD NOT obtain an EPA ID in this manner.
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Compliance, Monitoring and Enforcement

INTRODUCTION

EPA and State regulators maintain RCRA regulatory compliance by using the Compliance Monitoring
and Enforcement (CM&E) Module in RCRAInfo to enter evaluation, violation, and enforcement action
information for hazardous waste handlers. Compliance monitoring describes activities used to
determine a handler's level of compliance with both Federal and State regulations and statutes.
Through evaluations, the regulatory agency can identify non-complying handlers, assess the
effectiveness of legal actions, and mandate corrections of violations.

PERMISSIONS

In order to add, update, or delete data associated with the CM&E Module, you must obtain the
appropriate permissions. The CM&E Module permissions may be associated with a State entity
or a Region entity. A Responsible Agency is assigned to every evaluation, violation, and
enforcement action. The values shown in the various Responsible Agency drop-down lists are
dependent on the entity or entities in which you have been given CM&E Module permissions.
If you are given CM&E permissions for a State, you will see responsible agencies associated
with the State (i.e., S - State, B - State Contractor/Grantee, T - State-initiated
Oversight/Observation/Training Actions, or L - Local [for California use only]). If you are given
CM&E permissions for a Region, you will see responsible agencies associated with EPA (i.e., E -
EPA, C - EPA Contractor/Grantee, X - EPA-initiated Oversight/Observation/Training Actions, or N
- Native American).

The CM&E Module has four levels of permissions:

Permission [Permission Description
The user may view all data within the CM&E module but may not add, change, or delete
the data. All users are given Read access to the CM&E module by default.

Add/Update[The user may add and/or update the CM&E data associated with their entity .

Read

Delete The user may add, update, and/or delete the CM&E data associated with their entity.
The user may add, update, and/or delete the CM&E data associated with their entity. The
Admin user may also grant and/or revoke CM&E module permissions from other users within
their entity.

The table below shows examples of what the user will see in the Activity Location and
Responsible Agency drop-down lists (using the Evaluation as an example) based on the
permissions given to a user.

CM&E Permissions Entity |Activity Location Responsible Agency
S - State
Maryland Maryland B - State Contractor/Grantee
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T - State-initiated Oversight/Observation/Training
Actions

elaware &g
District of Columbia
Marvland C - EPA Contractor/Grantee
Region 3 y . X - EPA-initiated Oversight/Observation/Training
Pennsylvania .
Virginia Actions
West Virginia N - Native American
If Maryland is selected as the Activity Location:
S - State
B - State Contractor/Grantee
T - State-initiated Oversight/Observation/Training
Actions
E-EPA
C - EPA Contractor/Grantee
Delaware X - EPA-initiated Oversight/Observation/Training
District of Columbia Actions
Maryl N - Native A i
Maryland and Region 3 aryland . ative American
Pennsylvania
Virginia If Delaware, District of Columbia, Pennsylvania,
West Virginia Virginia, or West Virginia is selected as the Activity

Location:

E - EPA

C - EPA Contractor/Grantee

X - EPA-initiated Oversight/Observation/Training
Actions

N - Native American

Contact your data administrator to obtain the appropriate permissions.

MODULE CONFIGURATION

The CM&E module contains some items that the implementer (State and/or Region) may
customize. Click here to see the customizations available for the CM&E module and how to
configure these customizations.
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COMPLIANCE, MONITORING AND ENFORCEMENT DASHBOARD

The Compliance, Monitoring and Enforcement (CM&E) dashboard displays a page header that
shows the Handler Name on the far left, the Location Address in the middle, and the Handler Id
on the far right. The primary CM&E dashboard is divided into seven tabs: Universes,
Evaluations, Violations, Citations, Enforcements, 3007 Info Requests, and Quick Reports. When
you select a handler from the Handler Search Results and choose to go to the CM&E module,
you will be taken to the Evaluations tab.

UNIVERSES

The Universes tab displays the Significant Non-Complier (SNC) Status associated with this
handler including whether the SNC designation is addressed, unaddressed, or on a compliance
schedule and whether the SNC designation was given by the State or EPA. The statuses
displayed are the designations given by the State in which the handler is located. However, in
the case of transporters, another regulatory agency may designate the handler to be a SNC. To
see designations given by other agencies, select the appropriate State from the State drop-
down list. Note: Only States that have given this handler a SNC designation are provided in
the State drop-down list and no drop-down list will be presented if no States outside of the
State in which the handler resides has designated this handler a SNC.

Information pertaining to each universe (i.e., designation) may be ascertained by clicking the
informational icon next to the universe of interest. These universes are updated any time
CM&E data is added, updated, and/or deleted.

EVALUATIONS

The Evaluations tab displays key information for every evaluation associated with the handler.
Information displayed includes the Activity Location, Evaluation Identifier, Evaluation Start
Date, Responsible Agency, Evaluation Type and Description, Responsible Person, and the
number of Violations associated with the evaluation.

The data is originally sorted by the most recent Evaluation Start Date but may be re-sorted by
clicking the arrows next to the column of interest. The arrows act as a toggle between
ascending order and descending order. To sort by more than one column, click the arrows next
to the column for the primary sort, then, while holding down the <shift> key, click the arrows
next to the column for the secondary sort.

The 10 most recent evaluations will be displayed. You can change the number of evaluations
displayed on each page by selecting a value from the "Show entries" drop-down list. You can
page through the evaluations by using the "Previous" and "Next" buttons, as well as specific
page numbers at the bottom of the page.
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You may view the violations associated with a particular evaluation by clicking the number in
the Violations column. A pop-up window will be displayed showing the Violation Determined
Date, Violation Type and Description, Linked Citations, Determined by Agency, Responsible
Agency, Latest Scheduled Return to Compliance (RTC) Date, Actual RTC Date, and RTC Qualifier.
The 10 most recent violations will be displayed. You can change the number of violations
displayed by selecting a value from the "Show entries" drop-down list. You can page through
the violations by using the "Previous" and "Next" buttons, as well as specific page numbers at
the bottom of the window. You may view the violations associated with all of the evaluations
displayed by clicking the "Show All Violations" button in the lower right-hand corner of the
page. You may also re-sort the violations by clicking the arrows next to the column(s) of
interest.

Click the appropriate icon in the action column to view, update, or delete a particular
evaluation ("eye" icon to view or "pencil" icon to edit/delete) or click the "Add Evaluations"
button to add a new evaluation.. Note: The icons presented in the action column and the
presence of the "Add Evaluations" button will vary depending on your permissions.

VIOLATIONS

The Violations tab displays key information for every violation associated with the handler. The
green badge indicates the number of violations associated with the handler that are currently
out of compliance. Information displayed includes the Activity Location, Violation Type and
Description, Linked Citations, Determined by Agency, Responsible Agency, Determined Date,
Lastest Scheduled RTC Date, Actual RTC Date, RTC Qualifier, the number of Evaluations
associated with the violation and the number of Enforcement Actions associated with the
violation.

The data is originally sorted by the most recent Violation Determined Date but may be re-
sorted by clicking the arrows next to the column of interest. The arrows act as a toggle
between ascending order and descending order. To sort by more than one column, click the
arrows next to the column for the primary sort, then, while holding down the <shift> key, click
the arrows next to the column for the secondary sort.

The 10 most recent violations will be displayed. You can change the number of violations
displayed on each page by selecting a value from the "Show entries" drop-down list. You can
page through the violations by using the "Previous" and "Next" buttons, as well as specific page
numbers at the bottom of the page.

You may view the evaluations associated with a particular violation by clicking the number in
the Evals column. A pop-up window will be displayed showing the Evaluation Start Date,
Evaluation Type and Description, and Responsible Agency. The 10 most recent evaluations will
be displayed. You can change the number of evaluations displayed by selecting a value from
the "Show entries" drop-down list. You can page through the evaluations by using the
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"Previous" and "Next" buttons, as well as specific page numbers at the bottom of the window.
You may view the evaluations associated with all of the violations displayed by clicking the
"Show All Evaluations" button in the lower right-hand corner of the page.

Similarly, you may view the enforcement actions associated with a particular violation by
clicking the number in the Enfs column. A pop-up window will be displayed showing the
Enforcement Action Date, Enforcement Action Identifier, Enforcement Type and Description,
Responsible Agency, and Scheduled RTC Date. The 10 most recent enforcement actions will be
displayed. You can change the number of enforcement actions displayed by selecting a value
from the "Show entries" drop-down list. You can page through the enforcement actions by
using the "Previous" and "Next" buttons, as well as specific page numbers at the bottom of the
window. You may view the enforcement actions associated with all of the violations displayed
by clicking the "Show All Enforcements" in the lower right-hand corner of the page.

Click the appropriate icon in the action column to view, update, or delete a particular violation
("eye" icon to view, "plus" icon to add, or "pencil" icon to edit/delete). A violation CANNOT be
added from this tab, rather you must enter a new violation from the evaluation that discovered
the violation. Note: The icons presented in the action column will vary depending on your
permissions.

CITATIONS

The Citations tab displays key information for every violation associated with the handler
organized by citation. For example, a violation that is linked to 5 citations will appear as 5 rows
in this tab, whereas in the Violations tab, it would appear as 1 row. The Citations tab is for
informational purposes only - no data can be added, updated, or deleted via this tab. To view,
edit, or delete citation information, you must proceed to the Violations tab. The information
displayed on the Citations tab includes the Citation, Citation Owner, Citation Type, Violation
Type and Description, Activity Location, Violation Determined Date, Responsible Agency, Actual
RTC Date, RTC Qualifier, the number of Evaluations associated with the violation and the
number of Enforcement Actions associated with the violation.

The data is originally sorted by the most recent Violation Determined Date but may be re-
sorted by clicking the arrows next to the column of interest. The arrows act as a toggle
between ascending order and descending order. To sort by more than one column, click the
arrows next to the column for the primary sort, then, while holding down the <shift> key, click
the arrows next to the column for the secondary sort.

The 10 most recent citations will be displayed. You can change the number of citations
displayed on each page by selecting a value from the "Show entries" drop-down list. You can
page through the citations by using the "Previous" and "Next" buttons, as well as specific page
numbers at the bottom of the page.
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You may view the evaluations associated with a particular citation/violation by clicking the
number in the Evals column. A pop-up window will be displayed showing the Evaluation Start
Date, Evaluation Type and Description, and Responsible Agency. The 10 most recent
evaluations will be displayed. You can change the number of evaluations displayed by selecting
a value from the "Show entries" drop-down list. You can page through the evaluations by using
the "Previous" and "Next" buttons, as well as specific page numbers at the bottom of the
window. You may view the evaluations associated with all of the citations/violations displayed
by clicking the "Show All Evaluations" button in the lower right-hand corner of the page.

Similarly, you may view the enforcement actions associated with a particular citation/violation
by clicking the number in the Enfs column. A pop-up window will be displayed showing the
Enforcement Action Date, Enforcement Action Identifier, Enforcement Type and Description,
Responsible Agency, and Scheduled RTC Date. The 10 most recent enforcement actions will be
displayed. You can change the number of enforcement actions displayed by selecting a value
from the "Show entries" drop-down list. You can page through the enforcement actions by
using the "Previous" and "Next" buttons, as well as specific page numbers at the bottom of the
window. You may view the enforcement actions associated with all of the citations/violations
displayed by clicking the "Show All Enforcements" in the lower right-hand corner of the page.

ENFORCEMENTS

The Enforcements tab displays key information for every enforcement action associated with
the handler. Information displayed includes the Activity Location, Enforcement Action
Identifier, Enforcement Action Start Date, Responsible Agency, Enforcement Action Type and
Description, Responsible Person, and the number of Violations associated with the
enforcement action.

The data is originally sorted by the most recent Enforcement Action Start Date but may be re-
sorted by clicking the arrows next to the column of interest. The arrows act as a toggle
between ascending order and descending order. To sort by more than one column, click the
arrows next to the column for the primary sort, then, while holding down the <shift> key, click
the arrows next to the column for the secondary sort.

The 10 most recent enforcement actions will be displayed. You can change the number of
enforcement actions displayed on each page by selecting a value from the "Show entries" drop-
down list. You can page through the enforcement actions by using the "Previous" and "Next"
buttons, as well as specific page numbers at the bottom of the page.

You may view the violations associated with a particular enforcement action by clicking the
number in the Violations column. A pop-up window will be displayed showing the Violation
Determined Date, Violation Type and Description, Linked Citations, Determined by Agency,
Responsible Agency, Latest Scheduled Return to Compliance (RTC) Date, Actual RTC Date, and
RTC Qualifier. The 10 most recent violations will be displayed. You can change the number of
violations displayed by selecting a value from the "Show entries" drop-down list. You can page

94



RCRAInfo Help and Guidance

through the violations by using the "Previous" and "Next" buttons, as well as specific page
numbers at the bottom of the window. You may view the violations associated with all of the
enforcement actions displayed by clicking the "Show All Violations" button in the lower right-
hand corner of the page.

Click the appropriate icon in the action column to view, add, update, or delete a particular
enforcement action ("eye" icon to view, "plus" icon to add, or "pencil" icon to edit/delete).
Note: The icons presented in the action column will vary depending on your permissions.

3007 INFO REQUESTS

The 3007 Info Requests tab displays key information for every 3007 information request
associated with the handler. Information displayed includes the Activity Location, Responsible
Agency, Information Request Date, Date the Response was Received as well as information
associated with the evaluation associated with this information request including the
Evaluation Sequence Number, Activity Location, Evaluation Start Date, and Responsible
Agency..

The data is originally sorted by the most recent Information Request Date but may be re-sorted
by clicking the arrows next to the column of interest. The arrows act as a toggle between
ascending order and descending order. To sort by more than one column, click the arrows next
to the column for the primary sort, then, while holding down the <shift> key, click the arrows
next to the column for the secondary sort.

The 10 most recent 3007 information requests will be displayed. You can change the number
of information requests displayed on each page by selecting a value from the "Show entries"
drop-down list. You can page through the information requests by using the "Previous" and
"Next" buttons, as well as specific page numbers at the bottom of the page.

Click the appropriate icon in the action column to view, add, update, or delete a particular 3007
information request ("eye" icon to view, "plus" icon to add, or "pencil" icon to edit/delete).
Note: The icons presented in the action column will vary depending on your permissions.

QUICK REPORTS

The Quick Reports tab provides the user with access to CM&E reports that are handy to run for
a single handler. These reports include the Comprehensive Report, the Facility Management
Report, and the Pre-Inspection Report. If you run any of these reports from this tab, it will
submit the report for this handler only. See the report cover page to see other selection
criteria that is specified for these reports.
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SIGNIFICANT NON-COMPLIERS (SNCs)

Significant Non-Complier (SNC) is a designation that is given to handlers which have caused
actual exposure or a substantial likelihood of exposure to hazardous waste or hazardous waste
constituents; is a chronic or recalcitrant violator; or deviates substantially from the terms of a
permit, order, or agreement, or from RCRA statutory or regulatory requirements.

DESIGNATE A SNC

To designate a handler as a SNC, there must exist an SNY evaluation that has not been
superceded by an SNN evaluation by the same agency.

A handler may be designated as a SNC by following these rules:

e Enter an SNY evaluation with a Day Zero equal to 1) the Evaluation Start Date of a non-followup
evaluation for this agency; 2) the Date of Enforcement action of an 810 or 820 action; or 3) any
valid date less than or equal to the Evaluation Start Date of the SNY evaluation in the case of
reclassified secondary violators.

e If a site has multiple SNY or SNN evaluations with the same agency and location, only the most
recent is considered.

e If an agency/activity location determines a site to be both a SNC and not a SNC on the same day
(i.e., enters both an SNY and an SNN evaluation with the same agency and activity location on
the same day), then the site is considered to be a SNC until an SNN on a later date is entered by
this agency / activity location unless the words "Not a SNC" or "No longer a SNC" (not case
sensitive) are entered into the Comments field.

SNC INDICATORS

The universe calculations, that are ran every time CM&E data is changed for a handler,
identifies handlers that meet the SNC designation and further classifies the SNCs into the
categories discussed below.

SNC

A handler is considered a Significant Non-Complier (SNC) if they meet either of the following
conditions:

e The handler has an SNY evaluation issued by the State which has not been superceded by an
SNN evaluation issued by the State

e The handler has an SNY evaluation issued by the EPA which has not been superceded by an SNN
evaluation issued by the EPA
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STATE ADDRESSED SNC

A handler is considered a State Addressed SNC if they meet any of the following three
conditions:

e The handler is a SNC and the violations linked to the evaluation referred to by the Day Zero
Date have been addressed by an approved enforcement action.
e The handler has an SNY evaluation issued by the State which has not been superceded
by an SNN evaluation issued by the State
e ALL of the violations that are the responsibility of the State that are linked to the
evaluation(s) referred to by the Day Zero Date (i.e., the Day Zero of the SNY evaluation
equals the Evaluation Start Date of other State issued evaluations) are linked to an
approved formal enforcement action (210-219, 310-319, 380, 385, 410-439, 510-519,
530-539, 610-639, 810-869) issued by the State with an SNY Date equal to the
Evaluation Start Date of the SNY evaluation
e The handler is a SNC and the SNY evaluation has been addressed by an approved "orphan"
enforcement action.
e The handler has an SNY evaluation issued by the State which has not been superceded
by an SNN evaluation issued by the State
e An approved formal enforcement action issued by the State with an SNY date equal to
the Evaluation Start Date of the SNY evaluation exists and the enforcement action is not
linked to any violation
e The handler is a SNC and the responsibility has been transferred to EPA.
e The handler has an SNY evaluation issued by the State which has not been superceded
by an SNN evaluation issued by the State
e ALL of the violations linked to the evaluation(s) referred to by the Day Zero Date (i.e.,
the Day Zero of the SNY evaluation equals the Evaluation Start Date of other State
issued evaluations) are linked to an 810 enforcement action issued by the State with an
SNY Date equal to the Evaluation Start Date of the SNY evaluation.

STATE ADDRESSED SNC WITH A COMPLIANCE SCHEDULE

A handler is considered a State Addressed SNC with a Compliance Schedule if:

e The handler meets the State Addressed SNC definition above
e ALL of the violations linked to the evaluation(s) referred to by the Day Zero Date have a
Scheduled Compliance Date.

Note: A handler that is a State Addressed SNC with a Compliance Schedule is also a State
Addressed SNC.

STATE UNADDRESSED SNC
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A handler is considered a State Unaddressed SNC if:

e The handler has an SNY evaluation issued by the State which has not been superceded by an
SNN evaluation issued by the State
o The handler does NOT meet the definition of a State Addressed SNC

EPA ADDRESSED SNC

A handler is considered an EPA Addressed SNC if they meet any of the following three
conditions:

e The handler is a SNC and the violations linked to the evaluation referred to by the Day Zero
Date have been addressed by an approved enforcement action.
e The handler has an SNY evaluation issued by the EPA which has not been superceded by
an SNN evaluation issued by the EPA
e ALL of the violations that are the responsibility of the EPA that are linked to the
evaluation(s) referred to by the Day Zero Date (i.e., the Day Zero of the SNY evaluation
equals the Evaluation Start Date of other EPA issued evaluations) are linked to an
approved formal enforcement action (210-219, 310-319, 380, 385, 410-439, 510-519,
530-539, 610-639, 810-869) issued by the EPA with an SNY Date equal to the Evaluation
Start Date of the SNY evaluation
¢ The handler is a SNC and the SNY evaluation has been addressed by an approved "orphan”
enforcement action.
e The handler has an SNY evaluation issued by the EPA which has not been superceded by
an SNN evaluation issued by the EPA
e An approved formal enforcement action issued by the EPA with an SNY date equal to
the Evaluation Start Date of the SNY evaluation exists and the enforcement action is not
linked to any violation
e The handler is a SNC and the responsibility has been transferred to EPA.
e The handler has an SNY evaluation issued by the EPA which has not been superceded by
an SNN evaluation issued by the EPA
e ALL of the violations linked to the evaluation(s) referred to by the Day Zero Date (i.e.,
the Day Zero of the SNY evaluation equals the Evaluation Start Date of other EPA issued
evaluations) are linked to an 820 enforcement action issued by the EPA with an SNY
Date equal to the Evaluation Start Date of the SNY evaluation.

EPA ADDRESSED SNC WITH A COMPLIANCE SCHEDULE

A handler is considered an EPA Addressed SNC with a Compliance Schedule if:

e The handler meets the EPA Addressed SNC definition above
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e ALL of the violations linked to the evaluation(s) referred to by the Day Zero Date have a
Scheduled Compliance Date.

Note: A handler that is an EPA Addressed SNC with a Compliance Schedule is also an EPA
Addressed SNC.

EPA UNADDRESSED SNC

A handler is considered an EPA Unaddressed SNC if:

e The handler has an SNY evaluation issued by the EPA which has not been superceded by an SNN
evaluation issued by the EPA
e The handler does NOT meet the definition of an EPA Addressed SNC
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Evaluations

ADD EVALUATION

To add an evaluation, click the "Add Evaluation" button on Evaluation tab of the CM&E
Dashboard. Note: The "Add Evaluation" button will not be present if you do not have
Add/Update, Delete, or Admin permissions for the CM&E Module.

The General Information (Location of Activity, Responsible Agency, Evaluation Identifier, and
Evaluation Type), and Evaluation Start Date will be displayed. Once you provide this
information, the remaining information related to the evaluation record will be displayed.
Warning: If you change any of this key information during the data entry process, you will
lose all of your data entry EXCEPT these key fields.

REQUIRED DATA

Required data elements are marked with a red asterisk next to the label. At a minimum, data
for these items must be provided in order to save your evaluation. Some data are required
based on the value of other data. For example, if you select an evaluation type of "FCI", then
you must also provide a focus area. This is what we call conditionally-required data. Another
example of conditionally-required data includes comments which must be provided if the
evaluation type is "SNN". These asterisks are dynamic, so as you enter and/or change data, the
asterisks will be appropriately refreshed.

LOCATION OF ACTIVITY / RESPONSIBLE AGENCY

The values provided in the Location of Activity and Responsible Agency are based on the
entities (States and/or Regions) for which the user has CM&E permissions. Click here for
additional information.

EVALUATION IDENTIFIER

The Evaluation Identifier is used to help uniquely identify multiple evaluations that occur on the
same day. The Evaluation Identifier may be any combination of 1 to 3 letters and/or numbers
and defaults to a value of "001". The combination of Location of Activity, Responsible Agency,
Evaluation Identifier, and Evaluation Start Date must be unique for each evaluation. If the
combination is not unique, an error message will be displayed on the Evaluation Identifier field.

EVALUATION TYPE
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There are many types of evaluations defined within RCRAInfo. These evaluations are
categorized into two groups: 1) Non-Follow Up Evaluations and 2) Follow Up Evaluations. This
categorization is important because there are business rules that indicate when a follow up
evaluation can occur and the business rules associated with the Day Zero date differs for non-
follow up and follow up evaluations. Note: The "SNY" (Significant Non-Complier) and "SNN"
(No Longer a Significant Non-Complier) evaluation types are considered neither non-follow up
nor follow up evaluations. Each of these evaluation types have their own business rules
associated with when they can occur and the value of Day Zero.

Other business rules associated with evaluation types indicate if additional information must be
provided (i.e., focus area) or if violations can be identified. See the Business Rules section of
the on-line Data Element Dictionary for a complete list of the business rules associated with the
Evaluation Type.

DAY ZERO

The Day Zero value is provided in several different methods depending on the evaluation type
selected.

e For non-follow up evaluations, the Day Zero is set to the value of the Evaluation Start Date and
cannot be changed.

e For follow up evaluations, a drop-down list will be provided showing all non-follow up
evaluations that have occurred no more than five (5) years prior to the Evaluation Start Date
provided. The user must select the appropriate evaluation from this list to identify the
evaluation that this evaluation is a follow up to.

e For "SNY" (Significant Non-Complier) evaluations, a drop-down list will be provided showing all
non-follow up evaluations that have occurred no more than five (5) years prior to the Evaluation
Start Date provided. The user may select an evaluation from this list to indicate the evaluation
that determined the handler to be a significant non-complier, or provide a date in the
Reclassified SV field indicating the date that the handler was determined to be a significant non-
complier. If a date is entered in the Reclassified SV field, then Internal Notes must be provided
explaining why this date is day zero.

e For "SNN" (No Longer a Significant Non-Complier) evaluations, Day Zero cannot be provided.

EVALUATION INDICATOR

One or more Evaluation Indicators (Citizen Complaint, Multimedia Inspection, Sampling, and/or
Not Subtitle C) may be selected by clicking the checkbox next to the appropriate indicator.

COMMITMENTS

To link this evaluation to a pre-defined commitment, slide the "Do you want to link any
commitments?" slider box to "Yes". The Linked Commitments panel will be displayed. Click the
"Link Commitments" button. The commitments that have been pre-defined and that pertain to
this handler (i.e., commitments with an Activity Location equal to the State in which the
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handler is located) will be displayed. Click the checkbox under the Link column to link this
evaluation to the appropriate commitment. If no commitments are displayed, you will need to
define a commitment using the Commitment Maintenance Utility. Note: If you slide the "Do
you want to link any commitments?" slider box to "Yes", you MUST link the evaluation to at
least one commitment.

3007 INFORMATION REQUESTS

To link this evaluation to an existing 3007 information request, slide the "Do you want to link
any 3007 Information Requests?" slider box to "Yes". The Linked 3007 Information Requests
panel will be displayed. Click the "Link 3007 Info Requests" button. The 3007 information
requests associated with this handler will be displayed. Click the checkbox under the Link
column to link this evaluation to the appropriate information request. If no information
requests are displayed, you can enter a 3007 Information Request from the 3007 Info Request
tab on the CM&E dashboard. Note: If you slide the "Do you want to link any 3007
Information Requests?" slider box to "Yes", you MUST link the evaluation to at least one 3007
information request.

VIOLATIONS

The user must select a radio button to indicate if this evaluation found violations, did not find
violations, or if it is unknown at this time whether violations exist. If you select "Yes, violations
or compliance issues were found", the Added Violations panel will be displayed. At this time
you can add a new violation (either using a violation or using a citation) and/or link to existing
violations (either open violations [have not returned to compliance] or returned to compliance
violations).

ADD VIOLATION

To add a new violation, click the "Add Violation" button. A pop-up window will be displayed
asking you to identify the Violation Type. Once you have selected the appropriate violation
type, the remainder of the data associated with the violation will be displayed. The Violation
Determined Date will be set to the Evaluation Start Date but may be changed if needed.
Provide the remaining information as required and/or appropriate, and click the "Save
Changes" button. All violations added here will automatically be linked to this evaluation.

ADD VIOLATION USING CITATIONS

To add a new violation using citations, click the "Add Violation using Citations" button. A pop-
up window will be displayed asking you to specify the Citation Type. Next, you must select a
Citation. If the Citation Type and Citation is associated with only one Federal violation, the
Violation Type will automatically be populated and the remainder of the data associated with
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the violation will be displayed. If multiple violation types are associated with the Citation Type
and Citation, you must select the appropriate Violation Type before the remainder of the data
associated with the violation will be displayed. The Violation Determined Date will be set to the
Evaluation Start Date but may be changed if needed. Provide the remaining information as
required and/or appropriate, and click the "Save Changes" button. All violations added here
will automatically be linked to this evaluation.

LINK OPEN VIOLATIONS

To link this evaluation to violations that have previously been identified at this handler and
have not returned to compliance, click the "Link Open Violations" button. A pop-up window
will be displayed showing the non-RTC'd violations that occurred on or before this evaluation.
Click the checkbox in the Link column to link one or more violations to the evaluation, then
click the "Link Selected Violations" button. The violations selected will be linked to this
evaluation.

LINK RTC VIOLATIONS

In some instances it is appropriate to link an evaluation to a violation that has already returned
to compliance. To link this evaluation to violations that have previously been identified at this
handler and have returned to compliance, click the "Link RTC Violations" button. A pop-up
window will be displayed showing the RTC'd violations that occurred on or before this
evaluation. Click the checkbox in the Link column to link one or more violations to the
evaluation, then click the "Link Selected Violations" button. The violations selected will be
linked to this evaluation.

ACTION COLUMN

The Action column in the Added Violations table allows you act upon the violations that you
have linked to this violation. The actions differ based on whether the violation was added via
this evaluation or whether the violation previously existed and was linked to this evaluation.
The table below shows the actions that can be taken and the result of that action.

Actions for Violations Added (either as a violation or using a citation)

e Edit ("pencil" icon) - This action allows you to edit the violation information that you just
added. A pop-up window will display the violation information in the same manner by
which it was entered (i.e., either as a violation or using a citation). You may edit all
information associated with this violation as appropriate.

e Delete ("X" icon) - This action unlinks the evaluation from the violation and deletes the
violation. You will be asked to confirm that you want to unlink and delete the violation.
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Actions for Open Violations Linked to this Evaluation
e Edit ("pencil" icon) - This action allows you to enter an Actual RTC Date and Qualifier for
the violation as well as provide Comments. No other data for the violation can be
changed.
e Unlink ("unlinked chain" icon) - This action will unlink the violation from this evaluation.
This action does NOT delete the violation.

Actions for RTC Violations Linked to this Evaluation
e Unlink ("unlinked chain" icon) - This action will unlink the violation from this evaluation.
This action does NOT delete the violation.

NOTICE OF COMPLIANCE DATE

The Notice of Compliance Date (NoC Date) will be displayed next to the Found Violation
determination if the Found Violation flag is set to "No", or the Found Violation flag is set to
"Yes" and all of the violations linked to the evaluation have returned to compliance.

REVIEW

Once you have completed all of the data entry for the evaluation including violations if
appropriate, click the "Review" button at the bottom of the page. If you have any required data
that is missing or data that does not meet the requirements of the business rules, an error will
be displayed and you will be taken to that portion of the form to complete or correct the
information. You cannot proceed with the review process until all required data is provided
and all data meets the business rules.

If all required data is provided and meets the business rules, the Evaluation Review page will be
displayed. This page shows all of the information provided for the evaluation and violations, if
appropriate, in a read-only format. If the data is correct, click the "Save" button at the bottom
of the page to save the new evaluation and/or violations to the RCRAInfo database. If you see
errors or need to make revisions to the data, click the "Make Changes" button at the bottom of
the page to return to the Add Evaluation page. Note: The new evaluation record will not be
saved to the database and available for queries and/or reports until the "Save" button is
clicked on the Evaluation Review page.
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UPDATE EVALUATION

The Update feature is provided to allow users to update and/or correct previously entered
evaluation data. To update an evaluation, go to the "Evaluations" tab on the CM&E
Dashboard, click the "pencil" icon in the Action column next to the evaluation of interest.

DATA THAT CANNOT BE UPDATED

The user is not allowed to update the following data once an evaluation is created: Location of
Activity, Responsible Agency, Evaluation Identifier, Evaluation Type, Evaluation Start Date, and
Day Zero. If any of this information is incorrect, you will need to do the following to correct the
appropriate information:

1. Create a new evaluation with the correct Location of Activity, Responsible Agency, Evaluation
Identifier, Evaluation Type, Evaluation Start Date, and Day Zero.

2. Link the evaluation to the appropriate violations, if any.

3. Delete the evaluation containing the incorrect Location of Activity, Responsible Agency,
Evaluation Identifier, Evaluation Type, Evaluation Start Date, and/or Day Zero. This will also
delete the links between this evaluation and any violations associated with this evaluation.

DATA THAT CAN BE UPDATED

All evaluation data, with the exceptions noted above, can be added, revised, and/or deleted as
appropriate including linking or unlinking commitments and 3007 information requests. You
can also add, link, or unlink violations and enter the RTC Date and Qualifier for violations that
have not returned to compliance.

FOUND VIOLATION

If the Found Violation determination is set to "Yes", then the value of this flag cannot be
changed. If the Found Violation determination is set to "No" or "Undetermined", then the
value of the flag can be changed to any value. If the value of the Found Violation flag is
changed to "Yes", you will need to add and/or link at least one violation to the evaluation.

COMMITMENTS

To update commitment data, click the "pencil" icon next to the commitment of interest. The
user may add, revise, and/or delete the Comments as appropriate. Click the "Save Changes"
button to save your changes.

LINK A COMMITMENT
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To link this evaluation to a pre-defined commitment, slide the "Do you want to link any
commitments?" slider box from "No" to "Yes". The Linked Commitments panel will be
displayed. Note: If the evaluation is already linked to a commitment, the "Do you want to
link any commitments" slider box will already be set to "Yes" and the Linked Commitments
panel showing the linked commitments will be displayed. Click the "Link Commitments"
button. The commitments associated with this activity location will be displayed. Click the
checkbox under the Link column to link this evaluation to the appropriate commitment. If no
commitments are displayed, you can create a commitment using the Commitment
Maintenance Utility. Note: If you slide the "Do you want to link any commitments?" slider
box to "Yes", you MUST link the evaluation to at least one commitment.

UNLINK A COMMITMENT

There are three ways to unlink a commitment from this evaluation:

1. Click the "unlinked chain" icon next to the commitment of interest;

2. Click the "Link Commitments" button, then remove the checkmark in the Link column next to
the commitments of interest; or

3. Change the "Do you want to link any commitments?" slider box from "Yes" to "No". Note: This
will unlink ALL commitments linked to this evaluation.

3007 INFORMATION REQUESTS

To update 3007 information request data, click the "pencil" icon next to the 3007 information
request of interest. The user may add, revise, and/or delete the Date Response Received, and
Comments as appropriate. Once you have made all the necessary revisions, click the "Save
Changes" button.

LINK A 3007 INFORMATION REQUEST

To link this evaluation to an existing 3007 information request, slide the "Do you want to link
any 3007 Information Requests?" slider box from "No" to "Yes". The Linked 3007 Information
Requests panel will be displayed. Note: If the evaluation is already linked to a 3007
information request, the "Do you want to link any 3007 Information Requests?" slider box will
already be set to "Yes" and the Linked 3007 Information Requests panel showing the linked
requests will be displayed. Click the "Link 3007 Info Requests" button. The 3007 information
requests associated with this handler will be displayed. Click the checkbox under the Link
column to link this evaluation to the appropriate information request. If no information
requests are displayed, you can enter a 3007 Information Request from the 3007 Info Request
tab on the CM&E dashboard. Note: If you slide the "Do you want to link any 3007
Information Requests" slider box to "Yes", you MUST link the evaluation to at least one 3007
information request.

106



RCRAInfo Help and Guidance

UNLINK A 3007 INFORMATION REQUEST(S)

There are three ways to unlink a 3007 information request from this evaluation:

1. Click the "unlinked chain" icon next to the 3007 information request of interest;

2. Click the "Link 3007 Info Requests" button, then remove the checkmark in the Link column next
to the 3007 information request of interest; or

3. Change the "Do you want to link any 3007 Information Requests?" slider box from "Yes" to
"No". Note: This will unlink ALL 3007 information requests linked to this evaluation.

NOTICE OF COMPLIANCE DATE

The Notice of Compliance Date (NoC Date) will be displayed next to the Found Violation
determination if the Found Violation flag is set to "No", or the Found Violation flag is set to
"Yes" and all of the violations linked to the evaluation have returned to compliance. This date
may be added or changed as appropriate.

VIOLATIONS

If the Found Violation flag is set to "Yes", the Added Violations panel is displayed. You may add
new violations, link existing violations, or unlink violations.

ADD VIOLATION

To add a new violation, click the "Add Violation" button. A pop-up window will be displayed
asking you to identify the Violation Type. Once you have selected the appropriate violation
type, the remainder of the data associated with the violation will be displayed. The Violation
Determined Date will be set to the Evaluation Start Date but may be changed if needed.
Provide the remaining information as required and/or appropriate, and click the "Save
Changes" button. All violations added here will automatically be linked to this evaluation.

ADD VIOLATION USING CITATIONS

To add a new violation using citations, click the "Add Violation using Citations" button. A pop-
up window will be displayed asking you to specify the Citation Type. Next, you must select a
Citation. If the Citation Type and Citation is associated with only one Federal violation, the
Violation Type will automatically be populated and the remainder of the data associated with
the violation will be displayed. If multiple violation types are associated with the Citation Type
and Citation, you must select the appropriate Violation Type before the remainder of the data
associated with the violation will be displayed. The Violation Determined Date will be set to the

107



UPDATE EVALUATION

Evaluation Start Date but may be changed if needed. Provide the remaining information as
required and/or appropriate, and click the "Save Changes" button. All violations added here
will automatically be linked to this evaluation.

LINK OPEN VIOLATIONS

To link this evaluation to violations that have previously been identified at this handler and
have not returned to compliance, click the "Link Open Violations" button. A pop-up window
will be displayed showing the non-RTC'd violations that occurred on or before this evaluation.
Click the checkbox in the Link column to link one or more violations to the evaluation, then
click the "Link Selected Violations" button. The violations selected will be linked to this
evaluation.

LINK RTC VIOLATIONS

In some instances it is appropriate to link an evaluation to a violation that has already returned
to compliance. To link this evaluation to violations that have previously been identified at this
handler and have returned to compliance, click the "Link RTC Violations" button. A pop-up
window will be displayed showing the RTC'd violations that occurred on or before this
evaluation. Click the checkbox in the Link column to link one or more violations to the
evaluation, then click the "Link Selected Violations" button. The violations selected will be
linked to this evaluation.

ACTION COLUMN

The Action column in the Added Violations table allows you act upon the violations that you
have linked to this violation. The actions available are:

e Edit ("pencil" icon) - The edit action is only available for violations that have not returned to
compliance. Click the "pencil" icon to enter the Actual RTC Date and Qualifier for the specified
violation.

e Unlink ("unlinked chain" icon) - The unlink action can be used on any violation to unlink the
violation from this evaluation. Note: If this is the only evaluation that the violation is linked to,
the violation will also be deleted. A warning message will appear indicating that the violation
will be deleted. You will be prompted to confirm the deletion of the violation.

REVIEW

Once you have completed all of the updates, click the "Review" button at the bottom of the
page. If you have any required data that is missing or data that does not meet the
requirements of the business rules, an error will be displayed and you will be taken to that
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portion of the form to complete or correct the information. You cannot proceed with the
review process until all required data is provided and all data meets the business rules.

If all required data is provided and meets the business rules, the Evaluation Review page will be
displayed. This page shows all of the information provided for the evaluation and violations, if
appropriate, in a read-only format. If the data is correct, click the "Save" button at the bottom
of the page to save the updated evaluation and/or violations to the RCRAInfo database. If you
see errors or need to make revisions to the data, click the "Make Changes" button at the
bottom of the page to return to the Update Evaluation page. Note: The revised evaluation
record will not be saved to the database and available for queries and/or reports until the
"Save" button is clicked on the Evaluation Review page.

109



DELETE EVALUATION

DELETE EVALUATION

The Delete feature is provided to allow users to delete evaluation data in the case where the
information was entered in error. The Delete feature should be used VERY SPARINGLY as it is
imperative to maintain historical compliance monitoring information regarding a site. To delete
an evaluation, click the "pencil" icon on the Evaluation tab of the CM&E dashboard next to the
evaluation of interest. The Update Evaluation page will be displayed. To delete the selected
evaluation, click the "Delete" button at the bottom of the page. You will be asked to confirm
the deletion. If the evaluation is linked to violations that are not linked to any other
evaluations, those violations will be displayed on the confirmation screen. If you confirm to
delete the evaluation, all violations that are only linked to the evaluation will be deleted in
addition to the evaluation being deleted. For violations that are linked to the evaluation being
deleted but are also linked to other evaluations, the link between the violation and this
evaluation will be deleted upon confirmation of the deletion process.
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Violations

ADD VIOLATION

Within RCRAInfo, a violation must be linked to at least one evaluation. Therefore, new
violations must be added as part of the add or update evaluation process.

111



UPDATE VIOLATION

UPDATE VIOLATION

The Update feature is provided to allow users to update and/or correct previously entered
violation data. You CANNOT link or unlink a violation to /from an evaluation or enforcement
action from the Violations tab. Refer to Update Evaluation to link or unlink a violation to an
evaluation or to Update Enforcement to link or unlink a violation to an enforcement action.

To update a violation, go to the "Violations" tab on the CM&E Dashboard, click the "pencil"
icon in the Action column next to the violation of interest.

DATA THAT CANNOT BE UPDATED

The user is not allowed to update the following data once a violation is created: Location of
Activity, Responsible Agency, Evaluation Identifier, and Determined by Agency.

DATA THAT CAN BE UPDATED

All violation data, with the exceptions noted above, can be added, revised, and/or deleted as
appropriate including Violation Type, Citations, Former Citation, Determined Date, Actual
Return to Compliance Date, RTC Qualifier, and Comments. Once you have made all the
necessary revisions, click the "Save Changes" button.
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DELETE VIOLATION

The Delete feature is provided to allow users to delete violation data in the case where the
information was entered in error. The Delete feature should be used VERY SPARINGLY as it is
imperative to maintain historical compliance monitoring information regarding a site. To delete
a violation, click the "X" icon on the "Violations" tab of the CM&E dashboard next to the
violation of interest. A pop-up window showing the evaluations and/or enforcement actions
that are linked to this violation will be displayed. If you click the "Continue" button, the
violation will be deleted and the links to the evaluation(s) and/or enforcement action(s) will
also be deleted. If the violation was the only violation linked to a given evaluation, the Found
Violation determination flag for the evaluation will be reset to "No".
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Enforcements

ADD ENFORCEMENT

To add an enforcement, click the "Add Enforcement" button on Evaluation tab of the CM&E
Dashboard. Note: The "Add Enforcement" button will not be present if you do not have
Add/Update, Delete, or Admin permissions for the CM&E Module.

The General Information (Location of Activity, Responsible Agency, Enforcement Identifier, and
Enforcement Type, and Enforcement Date) will be displayed. Once you provide this
information, the remaining information related to the enforcement record will be displayed.
Warning: If you change any of this key information during the data entry process, you will
lose all of your data entry EXCEPT these key fields.

REQUIRED DATA

Required data elements are marked with a red asterisk next to the label. At a minimum, data
for these items must be provided in order to save your enforcement Some data are required
based on the value of other data. For example, if you select an enforcement type of "3801",
then you must also provide a CA/FO number. This is what we call conditionally-required data.
These asterisks are dynamic, so as you enter and/or change data, the asterisks will be
appropriately refreshed.

LOCATION OF ACTIVITY / RESPONSIBLE AGENCY

The values provided in the Location of Activity and Responsible Agency are based on the
entities (States and/or Regions) for which the user has CM&E permissions. Click here for
additional information.

ENFORCEMENT IDENTIFIER

The Enforcement Identifier is used to help uniquely identify multiple enforcements that occur
on the same day. The Enforcement Identifier may be any combination of 1 to 3 letters and/or
numbers and defaults to a value of "001". The combination of Location of Activity, Responsible
Agency, Enforcement Identifier, and Enforcement Date must be unique for each enforcement.
If the combination is not unique, an error message will be displayed on the Enforcement
Identifier field.

CA/FO NUMBER

If you select an Enforcement Type of "380 - Multi-site CA/FO", you will be prompted to select a
CA/FO Number from the drop-down list provided. If the appropriate CA/FO Number is not
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present in the drop-down list, you will need to define the CA/FO number using the CA/FO
Maintenance Utility.

ADDRESSES SIGNIFICANT NON-COMPLIER DETERMINATION

For handlers that are currently a significant non-complier or were a significant non-complier
during the time that this enforcement was enacted, you can indicate if this enforcement
addressed the issues that attributed to the handlers significant non-complier determination by
moving the "Does this Enforcement Action address any significant non-complier
determination(s)" slider box to "Yes", then click the "Link SNC Determinations" button. A list of
the SNY evaluations for the agency responsible for the enforcement will be displayed. Click the
checkbox in the Link column to link this enforcement to one or more SNY evaluations, then click
the "Link Selected SNY Evaluations" button. The SNY evaluations selected will be linked to this
enforcement. Note: In order for a significant non-complier to be considered "addressed", an
appropriate enforcement (i.e., formal enforcement action) must be linked to the SNY
evaluation.

VIOLATIONS

The user may link this enforcement to one or more existing violations. To link a violation to this
enforcement, slide the "Do you want to link violations?" box to "Yes".

LINK OPEN VIOLATIONS

To link this enforcement to an open violation (i.e., a violation that has not returned to
compliance), click the "Link Open Violations" button. A pop-up window will be displayed
showing the non-RTC'd violations that occurred on or before this enforcement. Click the
checkbox in the Link column to link one or more violations to the enforcement, then click the
"Link Selected Violations" button. The violations selected will be linked to this enforcement. .

LINK RTC VIOLATIONS

In some instances it is appropriate to link an enforcement to a violation that has already
returned to compliance. To link this enforcement to violations that have returned to
compliance, click the "Link RTC Violations" button. A pop-up window will be displayed showing
the RTC'd violations that occurred on or before this enforcement. Click the checkbox in the Link
column to link one or more violations to the enforcement, then click the "Link Selected
Violations" button. The violations selected will be linked to this enforcement.

ACTION COLUMN
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The Action column in the Added Violations table allows you act upon the violations that you
have linked to this violation. The actions differ based on whether the violation is an open
violation or if the violation has returned to compliance. The information below shows the
actions that can be taken and the result of that action.

Actions for Open Violations Linked to this Evaluation
e Edit ("pencil" icon) - This action allows you to enter an Actual RTC Date and Qualifier or
a Scheduled Compliance Date for the violation as well as provide Comments. No other
data for the violation can be changed.
e Unlink ("unlinked chain" icon) - This action will unlink the violation from this
enforcement. This action does NOT delete the violation.

Actions for RTC Violations Linked to this Evaluation
e Unlink ("unlinked chain" icon) - This action will unlink the violation from this
enforcement. This action does NOT delete the violation.

UPDATE RTC DATES

If there is at least one violation that does not have an Actual RTC Date, an "Update RTC Dates"
button will be displayed in the lower right-hand corner of the Violations panel. Clicking this
button will display a pop-up window containing the open violations (i.e., violations that have
not returned to compliance). From this pop-up window, you may enter the Scheduled
Compliance Date, Actual RTC Date, and/or Qualifier for each violation as appropriate. This
button is a short-cut to pushing the "pencil" icon for each violation as documented above.

SUPPLEMENTAL ENVIRONMENTAL PROJECT (SEP)

Supplemental Environmental Projects (SEPs) are environmentally beneficial projects which
furthers EPA's goals to protect and enhance public health and the environment and may be part
of an enforcement action settlement. To add a SEP to this enforcement, move the "Do you
want to add any Supplemental Environmental Projects (SEPs)?" slider box to "Yes", then click
the "Add SEP" button.

Provide the applicable information related to the SEP including the SEP Type and the Scheduled
or Actual Completion Date. Once you have provided all information related to the SEP, click the

"Save Changes" button.

You may edit the SEP data by clicking the "pencil" icon or delete the SEP data by clicking the "X"
icon in the Action column.
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PENALTIES

An enforcement action may assess various penalties. To add a penalty to this enforcement,
move the "Do you want to add any Penalties?" slider box to "Yes", then click the "Add Penalty"
button.

Provide the applicable information related to the penalty including the Penalty Type and the
Amount. Once you have provided all information related to the penalty, click the "Save
Changes" button.

You may edit the penalty data by clicking the "pencil" icon or delete the penalty data by clicking
the "X" icon in the Action column. Note: If you delete a penalty, all payment data associated
with this penalty will also be deleted.

PAYMENTS

To enter a payment schedule or to record actual payments received, click the number in the
"Number of Payments" column for the appropriate penalty. To add a payment (either a
scheduled payment or actual payment), click the "Add Payment" button. Enter the applicable
information related to this payment including Scheduled Date and Amount or Paid Date and
Amount. Click the "Add Payment" button to add additional payment records. You may delete a
payment record by clicking the "X" icon in the Action column.

Once you have provided payment information for all of the payment records, click the "Save
Changes" button. The number of payment records associated with this penalty will be
displayed in the "Number of Payments" column within the Penalty panel.

REVIEW

Once you have completed all of the data entry for the enforcement including violations, SEPs,
penalties, and payments, if appropriate, click the "Review" button at the bottom of the page. If
you have any required data that is missing or data that does not meet the requirements of the
business rules, an error will be displayed and you will be taken to that portion of the form to
complete or correct the information. You cannot proceed with the review process until all
required data is provided and all data meets the business rules.

If all required data is provided and meets the business rules, the Enforcement Review page will
be displayed. This page shows all of the information provided for the enforcement including
linked violatations, SEPs, penalties, and payments, if appropriate, in a read-only format. If the
data is correct, click the "Save" button at the bottom of the page to save the new enforcement
to the RCRAInfo database. If you see errors or need to make revisions to the data, click the
"Make Changes" button at the bottom of the page to return to the Add Enforcement page.
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Note: The new enforcement record will not be saved to the database and available for
queries and/or reports until the "Save" button is clicked on the Enforcement Review page.
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UPDATE ENFORCEMENT

The Update feature is provided to allow users to update and/or correct previously entered
enforcement data. To update an enforcement, go to the "Enforcements" tab on the CM&E
Dashboard, click the "pencil" icon in the Action column next to the enforcement of interest.

DATA THAT CANNOT BE UPDATED
The user is not allowed to update the following data once an enforcement is created: Location

of Activity, Responsible Agency, Enforcement Identifier, Enforcement Type, and Enforcement
Date.

DATA THAT CAN BE UPDATED

All enforcement data, with the exceptions noted above, can be added, revised, and/or deleted
as appropriate including SEP, penalty, and payment data. You can also link or unlink violations
and enter the RTC Date and Qualifier for violations that have not returned to compliance.

VIOLATIONS

You may link to this enforcement or unlink violations from this enforcement, as appropriate.

LINK OPEN VIOLATIONS

To link this enforcement to violations that have previously been identified at this handler and
have not returned to compliance, click the "Link Open Violations" button. A pop-up window
will be displayed showing the non-RTC'd violations that occurred on or before this
enforcement. Click the checkbox in the Link column to link one or more violations to the
enforcement, then click the "Link Selected Violations" button. The violations selected will be
linked to this enforcement.

LINK RTC VIOLATIONS

In some instances it is appropriate to link an enforcement to a violation that has already
returned to compliance. To link this enforcement to violations that have previously been
identified at this handler and have returned to compliance, click the "Link RTC Violations"
button. A pop-up window will be displayed showing the RTC'd violations that occurred on or
before this enforcement. Click the checkbox in the Link column to link one or more violations
to the enforcement, then click the "Link Selected Violations" button. The violations selected
will be linked to this enforcement.
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ACTION COLUMN

The Action column in the Added Violations table allows you act upon the violations that you
have linked to this violation. The actions differ based on whether the violation is an open
violation or if the violation has returned to compliance. The information below shows the
actions that can be taken and the result of that action.

Actions for Open Violations Linked to this Evaluation
e Edit ("pencil" icon) - This action allows you to enter an Actual RTC Date and Qualifier for
the violation as well as provide Comments. No other data for the violation can be
changed.
¢ Unlink ("unlinked chain" icon) - This action will unlink the violation from this
enforcement. This action does NOT delete the violation.

Actions for RTC Violations Linked to this Evaluation
¢ Unlink ("unlinked chain" icon) - This action will unlink the violation from this
enforcement. This action does NOT delete the violation.

UPDATE RTC DATES

If there is at least one violation that does not have an Actual RTC Date, an "Update RTC Dates"
button will be displayed in the lower right-hand corner of the Violations panel. Clicking this
button will display a pop-up window containing the open violations (i.e., violations that have
not returned to compliance). From this pop-up window, you may enter the Scheduled
Compliance Date, Actual RTC Date, and/or Qualifier for each violation as appropriate. This
button is a short-cut to pushing the "pencil" icon for each violation as documented above.

SUPPLEMENTAL ENVIRONMENTAL PROJECT (SEP)

To add a SEP to this enforcement, move the "Do you want to add any Supplemental
Environmental Projects (SEPs)?" slider box to "Yes", then click the "Add SEP" button.

Provide the applicable information related to the SEP including the SEP Type and the Scheduled
or Actual Completion Date. Once you have provided all information related to the SEP, click the
"Save Changes" button.

To update SEP data, click the "pencil" icon next to the SEP of interest. The user may add, revise,

and/or delete the Scheduled Completion Date, Actual Completion Date, Defaulted Date, and/or
Comments as appropriate. Click the "Save Changes" button to save your changes.
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To delete SEP data, click the "X" icon next to the SEP of interest.
PENALTY

To add a penalty to this enforcement, move the "Do you want to add any Penalties?" slider box
to "Yes", then click the "Add Penalty" button.

Provide the applicable information related to the penalty including the Penalty Type and the
Amount. Once you have provided all information related to the penalty, click the "Save
Changes" button.

To update penalty data, click the "pencil” icon next to the penalty of interest. The user may
add, revise, and/or delete the Amount and/or Comments as appropriate. Click the "Save
Changes" button to save your changes.

To delete penalty data, click the "X" icon next to the penalty of interest. Note: If you delete a
penalty, all payment data associated with this penalty will also be deleted.

PAYMENT

To add, revise, or delete a payment record, click the number in the "Number of Payments"
column for the appropriate penalty. All of the payment records, if any, associated with this
penalty will be displayed. You may add, revise, and/or delete the Scheduled Date and Amount,
Paid Date and Amount, Defaulted Date, and/or Comments as appropriate.

Click the "Add Payment" button to add a new or additional payment records. Enter the
applicable information related to this payment including Scheduled Date and Amount or Paid
Date and Amount.

To delete payment data, click the "X" icon next to the payment of interest.

Once you have added, revised, and/or deleted the payment information for this penalty, click
the "Save Changes" button. The number of payment records associated with this penalty will
be displayed in the "Number of Payments" column within the Penalty panel.

REVIEW

Once you have completed all of the updates, click the "Review" button at the bottom of the
page. If you have any required data that is missing or data that does not meet the
requirements of the business rules, an error will be displayed and you will be taken to that
portion of the form to complete or correct the information. You cannot proceed with the
review process until all required data is provided and all data meets the business rules.
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If all required data is provided and meets the business rules, the Enforcement Review page will
be displayed. This page shows all of the information provided for the enforcement including
linked violatations, SEPs, penalties, and payments, if appropriate, in a read-only format. If the
data is correct, click the "Save" button at the bottom of the page to save the revised
enforcement to the RCRAInfo database. If you see errors or need to make revisions to the data,
click the "Make Changes" button at the bottom of the page to return to the Update
Enforcement page. Note: The revised enforcement record will not be saved to the database
and available for queries and/or reports until the "Save" button is clicked on the Enforcement

Review page.
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DELETE ENFORCEMENT

The Delete feature is provided to allow users to delete enforcement data in the case where the
information was entered in error. The Delete feature should be used VERY SPARINGLY as it is
imperative to maintain historical compliance monitoring and enforcement information
regarding a site. To delete an enforcement, click the "pencil" icon on the Enforcement tab of
the CM&E dashboard next to the enforcement of interest. The Update Enforcement page will
be displayed. To delete the selected enforcement, click the "Delete" button at the bottom of
the page. You will be asked to confirm the deletion. If you confirm to delete the enforcement,
the enforcement and all associated SEPs, penalties and payments will be deleted. In addition,
the link between the enforcement and all associated violations will also be deleted, however,
the violations will NOT be deleted.
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3007 Information Requests

ADD 3007 INFORMATION REQUEST

Information obtained during inspections is the primary material used in developing
enforcement cases. For this reason, it is crucial that sufficient and accurate evidence is properly
obtained. The issuance of 3007 information requests or the State equivalent allows RCRA case
development staff to collect information from the RCRA inspection team both before and after
the inspection process. These requests help the case development staff ensure that
information gathered from an inspection is adequate and complete.

ADD NEW REQUEST

To add a 3007 information request, click the "Add 3007 Info Request" button on 3007 Info
Requests tab of the CM&E Dashboard. Note: The "Add 3007 Info Request" button will not be
present if you do not have Add/Update, Delete, or Admin permissions for the CM&E Module.

A pop-up window will be displayed, prompting you to provide the Location of Activity,
Responsible Agency, and Date of Request. Optionally, you may provide Comments associated
with the request. The values provided in the Location of Activity and Responsible Agency are
based on the entities (States and/or Regions) for which the user has CM&E permissions. You
cannot select a Responsible Agency until you first select a Location of Activity. Once you have
provided all of the information, click the "Save Changes" button to save the data associated
with this 3007 information request.

ADD LINK TO EVALUATION

To link a request to an evaluation, the user must either add or update an evaluation. You
cannot manipulate linking of a 3007 information request to an evaluation from the "3007 Info
Requests" tab.
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UPDATE 3007 INFORMATION REQUEST

The Update feature is provided to allow users to update and/or correct previously entered 3007
information request data. The 3007 information request may be updated either from the
"3007 Info Requests" tab or the "Evaluations" tab on the CM&E Dashboard.

DATA THAT CANNOT BE UPDATED

The user is not allowed to update the Location of Activity or the Responsible Agency once a
3007 information request created.

UPDATE FROM "3007 INFO REQUESTS" TAB

To update 3007 information request data from the "3007 Info Requests" tab, click the "3007
Info Requests" tab from the CM&E Dashboard, then click the "pencil" icon in the Action column
next to the 3007 information request of interest. The user may add, revise, and/or delete the
Date of Request, Date Response Received, and Comments as appropriate. Note: Links
associating this information request to an evaluation must be administered (i.e., added,
updated, or deleted) from the evaluation the information request is associated or is to be
associated (see below). Once you have made all the necessary revisions, click the "Save
Changes" button.

UPDATE FROM "EVALUATIONS" TAB

To update 3007 information request data (including the link between an evaluation and a 3007
information request), click the "Evaluations" tab on the CM& Dashboard, then click the "pencil"
icon in the Action column next to the evaluation that is or should be linked to the 3007
information request of interest. Scroll down to the 3007 Information Requests section on the
page. To revise the data associated with an existing 3007 information request, click the "pencil"
icon next to the 3007 information request of interest. The user may add, revise, and/or delete
the Date Response Received, and Comments as appropriate. Once you have made all the
necessary revisions, click the "Save Changes" button.

LINK A 3007 INFORMATION REQUEST

To link this evaluation to an existing 3007 information request, slide the "Do you want to link
any 3007 Information Requests?" slider box from "No" to "Yes". The Linked 3007 Information
Requests panel will be displayed. Note: If the evaluation is already linked to a 3007
information request, the "Do you want to link any 3007 Information Requests?" slider box will
already be set to "Yes" and the Linked 3007 Information Requests panel showing the linked
requests will be displayed. Click the "Link 3007 Info Requests" button. The 3007 information
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requests associated with this handler will be displayed. Click the checkbox under the Link
column to link this evaluation to the appropriate information request. If no information
requests are displayed, you can enter a 3007 Information Request from the 3007 Info Request
tab on the CM&E dashboard. Note: If you slide the "Do you want to link any 3007
Information Requests" slider box to "Yes", you MUST link the evaluation to at least one 3007
information request.

UNLINK A 3007 INFORMATION REQUEST(S)

There are three ways to unlink a 3007 information request from this evaluation:

1. Click the "unlinked chain" icon next to the 3007 information request of interest;

2. Click the "Link 3007 Info Requests" button, then remove the checkmark in the Link column next
to the 3007 information request of interest; or

3. Change the "Do you want to link any 3007 Information Requests?" slider box from "Yes" to
"No". Note: This will unlink ALL 3007 information requests linked to this evaluation.
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DELETE 3007 INFORMATION REQUEST

The Delete feature is provided to allow users to delete 3007 information request data in the
case where the information was entered in error. The Delete feature should be used VERY
SPARINGLY as it is imperative to maintain historical compliance monitoring information
regarding a site. To delete a 3007 information request, click the "X" icon on the "3007 Info
Requests" tab of the CM&E dashboard next to the 3007 information request of interest. A pop-
up window confirming the deletion will be displayed. If you click the "Continue" button, the
3007 information request will be deleted and the links to any evaluation(s) will also be deleted.
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e-Manifest

E-MANIFEST SUMMARY

The e-Manifest Summary will display the Manifest Tracking Number, Last Update Date, Shipped
Date, Received Date, Certified Date, Generator ID, Transporter ID(s), TSDF ID, and Status where
the selected handler is a party (either generator, transporter, or designated facility) to the
manifest. Note: A regulator will not see a manifest unless it has one of the following
statuses: Scheduled, In Transit, Received, Ready For Signature, Signed, or Signed-Complete.
The first 5 results occuring within the last 30 days (based on the Last Updated Date) are
displayed and are initially sorted in descending order by Last Updated Date, but may also be
sorted by any column in either ascending or descending order by clicking the up or down arrow
next to the appropriate column. You can change the number of results displayed by selecting a
value from the “Show entries” drop-down list. To see manifests beyond the last 30 days, select
a value from the "Date Range" drop-down list. This will show the manifests that have been Last
Updated within the number of days specified. You may page through the results by using the
“Previous” and “Next” buttons as appropriate.

You may refine the manifests displayed by specifying a Manifest Tracking Number in the Search
box. The manifest matching that Manifest Tracking Number in its entirety will be displayed.
This search is not case-sensitive. To conduct a more extensive search, go to the "Search" tab.

ACTIONS

The following actions may be taken on any individual manifest.
@ Displays the manifest data in read-only mode.

Displays the waste line information (Hazardous Material Indicator, U.S. DOT Description,
Number and Type of Containers, Total Quantity, Unit of = Measure, Waste Codes, and
Management Method Code) associated with the manifest.
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E-MANIFEST SEARCH

The e-Manifest Search allows you to do a more advanced search of the manifests in which this
site is a party to. You must provide search criteria for the Manifest Tracking Number, Handler
ID, or Date Range. Other optional search criteria includes Status and Waste Codes. Specify the
desired criteria and click "Search". The manifest must meet the condition of ALL of the search
criteria specified with the exception of the waste codes (see Waste Codes below) to appear in
the results set. Additional instructions for specifying criteria for a Handler ID, Date Range, and
Woaste Code is provided below.

HANDLER ID

To specify a Handler ID, you must first indicate the Site Type (Generator, Transporter, or TSDF)
that you want to search. For example, if you select a Site Type of "Generator" and provide the
Handler ID of "ALRO0O0000000", manifests in which this site is a party to and the generator on
the manifest is "ALRO00000000' will be returned. If you do not know the Handler ID for the site
for which you want to search, you may click the "Find Handler" link below the Handler ID text
box. A pop-up window will be displayed allowing you to search for the handler by Handler
Name and/or Location Address (Street, City, Zip, State). Click the Handler ID of the appropriate
handler, if found, from the results set to populate the Handler ID text box on the primary
search screen.

DATE RANGE

To specify a Date Range, first indicate the date in which you want to search against (Shipped,
Received, Certifier, Last Updated). Next, indicate if you want to search within the last 30, 90, or
185 days. You may specify a specific date range by selecting "Custom" and providing a Start
and End Date. It is recommended that you use as small of date range as is practical.

WASTE CODE

You may specify one or more waste codes (nationally-defined or implementer-defined) as your
search criteria. The manifest must contain at least one of the waste codes specified (as well as
meet all additional search criteria provided) to be included in the results set.
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LOOKUP MAINTENANCE

RCRAInfo has several data elements whose values are defined by EPA Headquarters, the
implementer (State and/or Region), or both. The Lookup Maintenance tool provides the
mechanism by which a user may define implementer (State or Region) values. The user must
have the Lookup Maintenance permission in order to manipulate (add or update) data within
the lookup tables. To access this tool, click "Tools / Lookup Maintenance" from the Main
header menu.

First, select the State for which you want to maintain lookup data. Next, specify the Module for
which this data is associated (i.e., Handler, CM&E, eManifest, etc.). Finally, specify the Lookup
Table that you want to maintain. The first 20 values will be displayed and are initially sorted in
ascending order by Code, but may also be sorted by Description, Status, and Usage in either
ascending or descending order by clicking the up or down arrow next to the appropriate
column. You can change the number of results displayed by selecting a value from the “Show
entries” drop-down list. You may page through the results by using the “Previous” and “Next”
buttons as appropriate.

STANDARD DATA FIELDS

The following information is collected for all lookup tables:

e Owner - The State that is defining the lookup table value.

e Code - Typically a one or two character value that represents this definition. This is the value
that is stored in the database. Note: If the lookup table contains headquarters-defined codes,
you cannot duplicate a headquarters-defined code.

e Description - An English description or definition of the code being defined.

e Active? - Indicates if the code is currently active. In most instances, only active codes are used
to populate drop-down lists during data entry.

e Release to Public -Indicates if the code AND it's description can be released to the public via
FOIA requests, RCRAInfo Web, the FTP site, or any other public forums.

e Internal Comments - Captures additional information that may be needed to define or explain
the need for this code.

ADDITIONAL DATA FIELDS

Some lookup tables capture additional information. This information may include but is not
limited to:

e Sort Order - Defines the order that the values should appear in a drop-down list. Use of this
field is optional.

e Used in Universe Calcs - Indicates if this code should be used to determine if the site is active .

e Industry App? - Indicates if an industry user should be allowed to select this value via myRCRAid.
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ADD CODE

To add a new code, click the "Add New Code" button at the bottom of the screen. A pop-up
window will be displayed showing the Owner of the code (this cannot be changed). You must
provide the Code and Description. The Active? flag and Release to Public flag will default to
"Yes" but may be changed by sliding the appropriate box to "No". If the lookup table allows for
the Sort Order to be specified, you may optionally specify an integer that will sort the codes as
you see fit. Any additional information required for this lookup table should be provided
accordingly.

Click "Save" to add this code to the appropriate lookup table.

UPDATE DATA

To update information associated with a specific code, click the "pencil” icon next to the code
of interest. A pop-up window will be displayed showing the current data associated with that
code. You may change all data associated with the code except the Owner and the Code itself.
Click "Save" to save the revisions.

DELETE CODE

At this time, a code CANNOT be deleted from a lookup table. If you have defined a code that
you no longer want to use, set the Active? flag to "No". This will prevent the code from being
used in future data entry.

EXPORT TO CSV

You may export the codes and all of the data associated with the code to an Excel spreadsheet
by clicking the "Export to CSV" button at the bottom of the page. A ".csv" file will be created
which may be opened into Excel.

RENUMBER SORT ORDER

The Citation lookup table associated with the CM&E module allows you to specify the order in
which the citations appear in a drop-down list. Citations are generally a combination of
numeric and alpha characters and often a traditional alphanumeric sort does not produce the
desired results. For example, in a traditional alphanumeric sort, the citation 265.11 would
appear before 265.2. As part of the lookup table maintenance for this table, the user may
provide a numerical value in the sort order field to force the citations to appear in the desired
order. There may be occasions where you want to insert a new citation between two existing
citations that have consecutive sort order values. For example, 265.2 has a sort order value of
10 and 265.11 has a sort order value of 11 and you want to add 265.2(A) and have it sorted
after 265.2 but before 265.11. A utility is provided to renumber the sort order value so that
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you can insert new citations. To invoke this utility, select the Citation table from the Lookup
Maintenance screen, and click the "Renumber Sort Order" button at the bottom of the screen.
A pop-up window will be displayed asking you to specify the increment to use to renumber the
sort order values. You may renumber the sort order values in increments of 1, 5, or 10. Select
the appropriate increment, then click the "Renumber" button. The citation sort order value will
be renumbered using the increment specified.
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myRCRAId

MYRCRAID INTRODUCTION

myRCRAid is an application within the RCRAInfo Industry application that allows industry users
to submit the EPA Form 8700-12 (Site Identification) to their appropriate regulator. These
submissions are not inserted into the RCRAInfo database until they are approved by the
regulator. There are several steps that a State must complete before they can be receive
submissions from the myRCRAid module and data is saved to the RCRAInfo database.

1. Request and obtain myRCRAid Maintenance permissions of "Active" for at least one user
in your State.

2. Indicate that your State is participating in myRCRAId. (Click here for additional
information)

3. Complete or update the mailing address for Electronic Signature Agreements. This
address should reflect to whom and where and industry user will send a paper electronic
signature agreement for identity proofing.

4. Use the Lookup Maintenance (Tools / Lookup Maintenance / <your state>/ Handler /
State Activity) to indicate state activities (if any) that should be included on the Site Id
form for the regulated community.

5. Use the Lookup Maintenance (Tools / Lookup Maintenance / <your state> / Handler /
Help Icons for Industry App) to provide implementer-specific help (if any) for items in
Section 10 and 11 of the Site Id form. This help may include text, links, and/or images
that may assist the industry user in correctly completing the form.

6. Request your regulated sites to register for a user id through RCRAInfo. Note: If the user
already has a CDX Id, they may use their CDX credentials to login to the RCRAInfo
Industry Application from the RCRAInfo Sign In page. (Click here for additional
information). If the regulated site is already a RCRAInfo Industry user, they will need to
request permissions to the myRCRAid module within the RCRAInfo Industry Application
(See the RCRAInfo Industry on-line help for information on how to request additional
permissions).

7. Alert your sites to the on-line help within the RCRAInfo Industry Application to instruct
them on how to select sites and send submissions to the State.

8. Process submissions (approve or reject) received from the regulated community.

Additional topics in this book illustrate how a user can approve or reject myRCRAid submissions
received from industry users. Topics included are:
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e OQutstanding Submissions - How to determine if you have submissions that need to be approved
or rejected

e Pending Submissions - How to see a list of the submissions that are in a "Pending" state

e Approving Submissions - How to approve a submission

e Rejecting Submissions - How to reject a submission

e Placing Submissions On Hold - How to place a submission on hold

e Search - How to search for submissions including submissions that have been approved or
rejected
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PROCESSING SUBMISSIONS

In order to process myRCRAid submissions received from industry users, you must have the
myRCRAid permission for the entity (i.e., State) that you are representing. For example, to
process myRCRAid submissions associated with Maryland handlers, the myRCRAid permission
for Maryland must be set to "Active" for your user id.

OUTSTANDING SUBMISSIONS

You can quickly determine if you have myRCRAid submissions that need to be processed if the
number in the green badge next to the "myRCRAid Submissions" link on the RCRAInfo Home
Page is not "0". If you have one or more submissions to process, click the "myRCRAid
Submissions" link to see the outstanding submissions.

PENDING SUBMISSIONS

The "Pending" tab on the myRCRAid Home Page shows the myRCRAid submissions that require
the regulator to approve or deny the submission. This tab displays the Site Id, Site Name,
Submitted by, Submitted Date, and Status of the submission. The submissions are displayed
sorted by the most recent submission date, but you may re-sort the submissions by clicking the
arrows next to the column of interest. The arrows act as a toggle between ascending order and
descending order. To sort by more than one column, click the arrows next to the column for
the primary sort, then, while holding down the <shift> key, click the arrows next to the column
for the secondary sort.

The first 20 submissions found will be displayed. You can change the number of submissions
displayed on each page by selecting a value from the "Show entries" drop-down list. You can
page through the results by using the "Previous" and "Next" buttons, as well as specific page

numbers at the bottom of the page.

The Site Id will show "NOT YET ASSIGNED" for site's that are requesting an EPA Identification
Number. You will be asked to assign this number during the approval process.

You can hover your mouse over the name in the Submitted By column to see that person's
email address and telephone number.

To approve or reject a submission, click the Site Id of interest.

APPROVING SUBMISSIONS
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The information provided by the site will be displayed in the same manner as if you were
adding a new source record. You may change any information associated with the submission
except the EPA Id and Activity Location. Note: If the Source T Setting is disabled, you cannot
change the Reason for Submittal. Refer to Add Site Identification Form for additional
information.

If the site is requesting an EPA Identification Number, two buttons, "Create a New ID" and
"Assign an Existing ID", will appear under the "EPA ID" heading instead of the actual
identification number. You should always ensure that an ID has not already been assigned to
this site location by clicking the "Assign an Existing ID" button. A pop-up window will be
displayed prompting you to provide search criteria. It is recommended that you search for the
site by providing the street name, city, and/or zip. If the site is found within the search results,
click the appropriate Handler ID to assign the ID to this submission. The ID will now appear
under the "EPA ID" heading on the submission. Click the "Clear" link to remove the assignment
of this Handler ID to this submission.

If an ID cannot be found for this site, click the "Create a New ID" button to assign an EPA
Identification Number to this site. Refer to Create New Handler for additional information on
assigning an Id.

It is often helpful when determining whether to approve or deny a submission to compare and
review information in this submission with previous information gathered for the site. Two
mechanisms are provided to assist with this comparison and review if information for this site
exists in RCRAInfo:
1) By clicking the "eye" icon next to the Site Id Number in the right-hand corner of the
screen, a new browser tab will open, showing the most recent source information
contained in the RCRAInfo database for this site in view-only mode. You can set the
browser tabs side-by-side to compare the new submission with the most recent
information.

2) By clicking the "report" icon next to the Site Id Number in the right-hand corner of the
screen, a new browser tab will open showing the Site Detail Report for this site
containing all of the source information pertaining to this site.

Once you have determined to approve the submission, click the "Review" button at the bottom
of the page. The Review Source Record page will be displayed giving you one last opportunity
to review the information provided in the submission before approving the submission. To
complete the approval process, click the "Approve" button at the bottom of the page. A pop-
up window will be displayed providing you the opportunity to enter comments associated with
this approval. These comments are visible to the regulator by searching for the submission and
hovering over the "Approved" status. An email will be sent to the submitter (including the
comments that were provided) indicating that the submission has been approved. Finally, the
data associated with the submission is loaded into the RCRAInfo production tables as a new
source record.

136



RCRAInfo Help and Guidance

As part of the approval process for site's requesting an EPA Identification Number, the
submitter will be granted the myRCRAId Certifier permission. However, you can change this
permission to Site Manager by moving the slider box to "Yes" under the "Grant Site Manager
permission for this site?" question on the pop-up window.

REJECTING SUBMISSIONS

If the information provided by the site is not complete or correct, you may reject the
submission by clicking the "Reject" button at the bottom of the page. A modal will be displayed
prompting you to explain why you are rejecting this submission. These comments will be
included in the email sent to the submitter indicating that the submission has been rejected.
Click the "Reject" button on the modal to complete the process. Note: If the Reason For
Submittal was changed to "T - Temporary" prior to rejecting the submission, the Reason For
Submittal value will revert back to the original value when the "Reject" button is clicked.

The data associated with a rejected submission can be viewed from the Submission Search
screen but cannot be approved once rejected.

PLACING SUBMISSIONS ON HOLD

Sometimes you may not be able to make an immediate determination on whether to approve
or reject a submission. In these instances, you can place the submission on hold by clicking the
"Place On Hold" button at the bottom of the screen. A modal will be displayed prompting you
to explain why you are placing this submission on hold. These comments are for internal use
only and are not shared with the submitter. Click the "Place On Hold" button on the modal to
complete the process.

The submission is now moved from the "Pending" tab to the "On-Hold" tab with a status of
"PendingOnHold". To complete the approval or rejection process at a later time, go to the On-
Hold tab. By hovering your mouse over the status, you can see the comments that were
entered when the submission was placed on hold.

To approve or reject the submission, click the Site Id of interest and follow the instructions for
Approving Submissions or Rejecting Submissions above.
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SUBMISSION SEARCH

Use the "Search" tab on the myRCRAiId Home Page to find submissions (including previously
approved and rejected submissions) under your purview. The search will, by default, search for
submissions for which you have myRCRAid permissions. You may provide search criteria for the
Site Id, Site Name, Status of the Submission, Submitter of the Submission (using either their last
name or user id), and the Submission Date. All searches are based on an "and" condition
between criteria; this means that all criteria must be satisfied for the submission to be included
in the results list. Once you have provided your search criteria, click "Search".

UNSUCCESSFUL SEARCH

If the criteria that you provide does not yield any results, the results page will indicate that no
submissions were found. You can return to the search page to conduct another search.

SUCCESSFUL SEARCH

Submissions found for the search criteria provided will be displayed on the results page. The
page will show the Site Id, Site Name, Submitted By, Submitted Date, and Status of the
Submission. Depending on your screen size, some of these columns may be "hidden". To see
the hidden information, click the badge with the plus sign next to the handler of interest. You
can view the data associated with a submission from this results page by clicking the Handler
ID.

The results are sorted by Site Name, but you may re-sort the results set by clicking the arrows
next to the column of interest. The arrows act as a toggle between ascending order and
descending order. To sort by more than one column, click the arrows next to the column for
the primary sort, then, while holding down the <shift> key, click the arrows next to the column
for the secondary sort.

The first 20 submissions found will be displayed. You can change the number of submissions
displayed on each page by selecting a value from the "Show entries" drop-down list. You can
page through the results by using the "Previous" and "Next" buttons, as well as specific page
numbers at the bottom of the page.
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Biennial Report
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BIENNIAL REPORT INTRODUCTION

The information presented in this book pertains to the Biennial Report Module within the
RCRAInfo Industry Application. If you are collecting Biennial Report data using your own or a
third-party vendor software, click here for information on how to upload your data into
RCRAInfo.

Biennial Report is an application within the RCRAInfo Industry Application that allows industry
users to submit the EPA Form 8700-13A/B (Hazardous Waste) to their appropriate regulator.
There are several steps that a State must complete before an industry user can submit their
Biennial Report data.

1. Request and obtain Biennial Report Maintenance permissions of "Active" for at least one
user in your State.

2. Indicate that your State is participating in Biennial Report. (Click here for additional
information)

3. Complete or update the mailing address for Electronic Signature Agreements. This
address should reflect to whom and where and industry user will send a paper electronic
signature agreement for identity proofing.

4. Use the Lookup Maintenance (Tools / Lookup Maintenance / <your state>/ Handler /
State Activity) to indicate state activities (if any) that should be included on the Site Id
form for the regulated community.

5. Use the Lookup Maintenance (Tools / Lookup Maintenance / <your state> / Handler /
Help Icons for Industry App) to provide implementer-specific help (if any) for items in
Section 10 and 11 of the Site Id form. This help may include text, links, and/or images
that may assist the industry user in correctly completing the form.

6. Request your regulated sites to register for a user id through RCRAInfo. Note: If the user
already has a CDX Id, they may use their CDX credentials to login to the RCRAInfo
Industry Application from the RCRAInfo Sign In page. (Click here for additional
information). If the regulated site is already a RCRAInfo Industry user, they will need to
request permissions to the Biennial Report module within the RCRAInfo Industry
Application (See the RCRAInfo Industry on-line help for information on how to request
additional permissions).

7. Alert your sites to the on-line help within the RCRAInfo Industry Application to instruct
them on how to select sites and create a Biennial Report submission.
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BASELINE CHECKLIST

The Baseline Checklist allows States to capture sites for which they anticipate receiving a
Biennial Report submission. The State must create a baseline checklist with at least one site in
order to begin processing submissions for the cycle year. The user must have Biennial Report
Maintenance permissions of "Active" in order to create the baseline checklist. Submissions
received from sites that are not on the baseline checklist will automatically be added to the
baseline checklist with a status of "In Progress".

CREATE BASELINE CHECKLIST

There are two methods by which the baseline checklist may be created: 1) generate the
baseline checklist based on criteria provided by the user; or 2) import the baseline checklist
from Site Id's provided by the user. Regardless of which method you use, you must first select
the appropriate Activity Location and Cycle Year from the drop-down lists provided. The
Activity Location will contain all States for which you have the Biennial Report Maintenance
permission of Active and the State has opted into the RCRAInfo Industry Application Biennial
Report Module.

GENERATE BASELINE CHECKLIST

To create the baseline checklist using the generation method, you must specify the type of sites
that you want on your baseline checklist. You may specify one or more generator types from
the Federal Generator Status drop-down list, operating Treatment, Storage, or Disposal
Facilities using the Yes/No slider box, and/or sites that submitted a Biennial Report in the
previous cycle year using the Yes/No slider box. The criteria that you provide will be evaluated
and return the sites that meet ANY of the criteria that you specified. That is, if you specify to
create the baseline checklist for Large Quantity Generators and TSDFs, the baseline checklist
will be populated with sites that are LQGs OR TSDFs (they do not have to be both). The default
is to create the baseline checklist using the sites that submitted a Biennial Report in the
previous cycle year. Click the "Generate Baseline Checklist" button to create your baseline
checklist with the criteria that you have provided. It may take several minutes to create the
baseline checklist but it is safe for you to exit the page while the baseline checklist is processing.
Note: If you specify a generator type (i.e., Large Quantity Generator, Small Quantity
Generator, and/or Very Small Quantity Generator), the baseline checklist will be populated
with sites that were the specified generator type AT ANY TIME during the cycle year. For
example, if you indicate to include Large Quantity Generators, and a site was an LQG in
January but submitted a site identification form in February indicating that they are now an
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SQG, the site will still be included on the baseline checklist because they were an LQG during
the cycle year even though they are no longer an LQG.

IMPORT BASELINE CHECKLIST

To create the baseline checklist using the import method, enter the Site Id for each site (one
site per line) to be included on the baseline checklist. Click the "Import Baseline Checklist"
button to create your baseline checklist with the Site Id(s) that you have provided. You may
enter these sites manually or cut and paste the Ids from another document such as an Excel
spreadsheet or the results from a BARRT query. A site will be added to the baseline checklist
ONLY if it exists in RCRAInfo. Site Ids provided that cannot be found in RCRAInfo or are for a
different Activity Location are ignored.

Hint: If you are not interested in using the baseline checklist to track your sites, consider
creating your baseline checklist by entering one site using the import function.

USE BASELINE CHECKLIST

The baseline checklist shows the Site ID, Site Name, Site Location Address, Contact Name,
Current Generator Status, TSDF Indicator, Data Origin, and Current Status. You may hover your
mouse over the Contact Name to see the Contact Email Address and Contact Phone. Note: The
envelope next to the Contact Name indicates that an email address exists for that contact. In
order to process the Biennial Report submission for a site, the site MUST exist on the baseline
checklist. If you receive a submission via the RCRAInfo Industry Application Biennial Report
Module from a site that is not on the baseline checklist, the site will automatically be added to
the baseline checklist with a status of "In Progress". If you receive a submission on paper for a
site that is not on the baseline checklist, you will need to add that site to the baseline checklist
before you can process that site. Click here for information on how to add a site to the baseline
checklist.

The baseline checklist is sorted by Site Name, but you may re-sort the results set by clicking the
arrows next to the column of interest. The arrows act as a toggle between ascending order and
descending order. To sort by more than one column, click the arrows next to the column for
the primary sort, then, while holding down the <shift> key, click the arrows next to the column
for the secondary sort.

The first 20 sites will be displayed. You can change the number of sites displayed on each page
by selecting a value from the "Show entries" drop-down list. You can page through the results
by using the "Previous" and "Next" buttons, as well as specific page numbers at the bottom of

the page.

You can filter the baseline checklist by entering a value in the Search text box located in the
upper right-hand corner of the Biennial Report Baseline Checklist section. The baseline
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checklist will be filtered to show the records where the Site ID starts with the search value
provided or the Site Name contains the search value provided. For example, a search value of
"10" of the Alaska Baseline Checklist will filter the checklist to results where the Site Name
equals "COSTCO WHOLESALE #10" and "OLD FORT ST MICHAEL SITE (FUDS F10AK0307)"
because the value "10" is contained within the name but would NOT return results where the
Site ID equals "AKD103354767" because the Site ID does not start with the value "10".

A site will have one of the following statuses: 1) Awaiting Submission; 2) In Progress; or 3)
Processed. A status of "Awaiting Submission" indicates that the site has not provided a
submission for this BR cycle or the electronic submission that they provided has been rejected.
A status of "In Progress" indicates that the submission is awaiting the approval or rejection
from the regulatory user (i.e. State or Region), or in the case of a paper submission, data entry
is in progress for this site. A status of "Processed" indicates that the submission has been
approved (or in the case of a paper submission the submission has been completed), the
information associated with the Site Identification Form has been saved into RCRAInfo, and the
Biennial Report data has been saved into a temporary location from which Biennial Report Data
Quality Reports may be run.

ADD SITE TO BASELINE CHECKLIST

To add a site to the baseline checklist, click the "Add Site to Checklist" button in the lower left-
hand corner. You will be prompted to provide search criteria to assist you in finding the site.
Specifying the site's EPA Identification Number is the fastest and most effective way to find a
given site. If you know the site's EPA Identification Number, enter the number in the Site Id
box. Note: Search criteria provided is case insensitive. That is, ALDOO0000000 will provide the
same search results as ald000000000.

If you do not know the site's EPA Identification Number, you may search for the site by utilizing
any combination of the other search criteria. All searches are based on an "and" condition
between criteria; this means that all criteria must be satisfied for the site to be included in the
results list. Text fields are searched by removing the white space from the field then searching
for the value specified anywhere within the field. For example, searching for "main" in the
Street Name would find "11 MAIN ST", "MAINTENANCE AVE", or "STIGMA INTERSTATE" in the
Street Name field. Exception: If you specify a Site Id (or part of a Site Id), the search will only
return sites that have a Site Id that STARTS WITH the value provided. All searches are
conducted on the most recent information associated with a site

Once you have provided your search criteria, click "Search". Sites found for the search criteria
provided will be displayed on the Search Results window. Select the site or sites that you want
to add to the baseline checklist by clicking the box next to the site or sites of interest. To select
all of the sites in the Search Results window (current page only), click the box next to the
"Select All" column heading.
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If after several searches, you are unable to find your site, you will need to create the site within
the Handler Module (click here for additional information). Once created, you can then search
for the site again and add it to the baseline checklist in order to continue processing the
submission.

DELETE SITE FROM BASELINE CHECKLIST

To delete a site from the baseline checklist, click the "X" in the Actions column next to the site
to delete. You will be prompted to verify that you want to delete this site from the baseline
checklist. To proceed with the deletion of this site, click the "Continue" button. Note: You can
only delete a site from the baseline checklist if the Status is "Awaiting Submission".

DELETE BASELINE CHECKLIST

The "Delete Checklist" button in the lower left-hand corner of the screen, allows you to delete
ALL sites on the baseline checklist with a Status of "Awaiting Submission". You will be
prompted to verify that you want to delete these sites. To proceed with the deletion, click the
"Delete" button. Note: You will not be able to see the remaining sites on the baseline
checklist (i.e., sites where the Status is not "Awaiting Submission") until you create a new
baseline checklist.

EXPORT BASELINE CHECKLIST

The baseline checklist shows the Site ID, Site Name, Site Location Address, Contact Name,
Current Generator Status, TSDF Indicator, Data Origin, and Current Status. This information
may be exported to a comma-separated values (CSV) file by clicking the "Export as CSV" button
in the lower right-hand corner. You may then open the file into Excel. This feature is useful to
1) communicate collectively with all of the sites or a subset of sites using mail merge or email;
or 2) track additional information for each site specific to your State's needs.
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PROCESS ELECTRONIC SUBMISSIONS

A submission received from an industry user must be reviewed and accepted by their regulator
(State and/or Region). To initiate the review process, click the "checkmark" icon next to the site
of interest. The Biennial Report Dashboard for this site will be displayed. The General
Information section shows the Data Origin, Submitted Date and by whom (Submitted By), and
Last Updated Date and by whom (Last Updated By). You may hover over the Submitted By and
Last Updated By fields to see the additional information associated with the user including the
User Id, Telephone, and Email. This section also contains information for the Biennial Report to
be processed including the Cycle, Generated Quantity (in tons), Management Quantity (in tons),
Shipment Quantity (in tons), and Received Quantity (in tons), as well as the current Status of
the submission (the initial status will be 'Submitted').

The Completed section of the dashboard provides the Generated, Management, Shipment, and
Received Quantities (in tons) for prior Biennial Report submissions for this site. The
information provided on this dashboard is designed to give the regulator a quick and easy
assessment of how the amount of waste reported in the current submission compares to
previous submissions provided by this site.

To see the individual forms (SI, GM, WR, and/or Ol) that comprise the current submission, click
the "pencil" icon. The Biennial Report Submission screen will be displayed. This screen will
show the first 20 GM, WR, and/or Ol forms associated with this submission in addition to the
Site ID form. You may search for a specific GM, WR, and/or Ol Form by entering a value in the
Search text box within the associated form section (GM, WR, and Ol). The search is conducted
as follows:

GM Forms
e Page Number must equal the search value provided; or
¢ Waste Description must contain the search value provided.

WR Forms
e Page Number must equal the search value provided; or
¢ Waste Description must contain the search value provided; or
e Off-site EPA ID must start with the search value provided.

Ol Forms
e Page Number must equal the search value provided; or
e Site ID must start with the search value provided; or
o Site Name must contain the search value provided.

145



PROCESS ELECTRONIC SUBMISSIONS

For example, searching for the value of "1" within the WR Forms would return the record
where the Page Number equals "1" as well as any Waste Descriptions that contained the value
"1" such as "B-91 SOLIDS FROM PROCESS OF MANUFACTURING RUBBER CHEMICALS", however,
it would NOT return records where the Off-site EPA ID contained a "1" such as "ALD981000542"
because the Off-site EPA ID must START WITH the search value provided.

The regulator may make any additions, revisions, or deletions to the submission that they deem
appropriate. It is recommended that the regulator contact the site to communicate any
changes that the regulator makes to the submission. Click here for information on how to
make additions, revisions, or deletions to the submission.

INCLUDE IN NATIONAL REPORT FLAGS

The Include in National Report Flags are indicators that allow the regulator to determine the
sites and/or waste streams associated with a submission that may be included in the National
Report. Note: The National Report refers to the Biennial Report data provided via the public
website - RCRAInfo Web (https://rcrainfo.epa.gov/rcrainfoweb). These flags are determined
by the appropriate regulator (i.e., the flags CANNOT be set by industry users). The application
will set these flags as described below when the industry user submits their data electronically.
In all instances, the regulator may change the flag from "Yes" to "No" or "No" to "Yes" as
appropriate.

SITE IDENTIFICATION FORM

The Include in National Report Flag associated with the Site Identification Form ALWAYS
defaults to "Yes". Setting this flag to "No" indicates that the ENTIRE submission is excluded
from the National Report. Setting this flag to "No" will also set the Include in National Report
Flag for each individual GM and/or WR Form to "No". Sites that are Federal Large Quantity
Generators (LQGs) and/or Treatment, Storage, and Disposal Facilities (TSDFs) during the
reporting year must set the Include in National Report Flag on the Site Identification Form to
"Yes". Sites that are not LQGs or TSDFs during the reporting year should be set to "No".

WASTE GENERATION AND MANAGEMENT (GM) FORM

The Include in National Report Flag associated with each waste stream reported on the GM
Form indicates whether that particular waste stream should be included in the National Report.
The Include in National Report will be set to "Yes" unless the waste stream meets any of the
following conditions:
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e If the waste stream is a "state-only" waste, that is, the waste stream is NOT described by any
Federal Waste Codes, the Include in National Report Flag will be set to "No"

e If the waste was managed on-site via a method OTHER THAN deepwell or underground injection
(H134) and the Form Code associated with the waste is one of the following, the Include in
National Report Flag will be set to "No"

e W101 - Very dilute aqueous waste containing more than 99% water
e W105 - Acidic aqueous wastes less than 5% acid

e W107 - Aqueous waste containing cyanides

e W110 - Caustic aqueous waste without cyanides

e W113 - Other aqueous waste or wastewaters

e W119 - Other inorganic liquid

e If the waste was managed on-site via one of the following methods, the Include in National
Report Flag will be set to "No"
e HO70 - Chemical treatment (reduction/destruction/oxidation/precipitation)
e HO81 - Biological treatment
e H100 - Physical treatment only
(adsorption/absorption/separation/stripping/dewatering)
e H120 - Combination of chemical, biological, and/or physical treatment
e H121 - Neutralization only
e H122 - Evaporation
e H135 - Discharge to sewer/POTW or NPDES with prior management

WASTE RECEIVED (WR) FORM

The Include in National Report Flag associated with each waste receipt reported on the WR
Form indicates whether that particular waste receipt should be included in the National Report.
The Include in National Report Flag is set to "Yes" for all waste receipts EXCEPT for wastes that
are not described by a Federal Waste Code (i.e., state-only waste), in which the Include In
National Report Flag is set to "No".

ACCEPT

After you have reviewed the submission and deemed it to be complete and correct, click the
"Accept" button at the bottom of the current submission dashboard. The business rules will be
validated one final time to ensure that the data still meets all of the business rules. A pop-up
window identifying the errors will be displayed if any errors are found. Note: If the most
recent handler source record for this site (prior to this Biennial Report submission) is older
than April 1, 2010, you may need to populate the State Generator Status, as this field was not
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required, in some instances, prior to this date. |f no errors are found, a pop-up window will be
displayed allowing the regulator to provide comments, if desired. The submission will then be
locked whereby neither the regulator nor the industry user can make any revisions while the
data is moved to the cycle's temporary tables and the Site Identification information is moved
to the Handler Module. Once this processing is complete, the submission status will be set to
"Accepted", an email will be sent to the industry certifier indicating that the submission has
been accepted including the comments, if any, provided by the regulator, the baseline checklist
status will be set to "Processed", and the data associated with this submission will be accessible
by the Biennial Report Data Quality Reports and National Biennial Report Exhibits. Also, if the
Site Identification Form associated with this submission becomes the most recent handler
source record for this site, the data associated with the universe calculations will be updated
accordingly.

REJECT

If you review the submission and determine it to be incorrect or incomplete, click the "Reject"
button at the bottom of the current submission dashboard. You MUST provide comments
stating why you are rejecting the submission. Upon rejection, the submission status will be set
to "Rejected”, an email will be sent to the industry certifier indicating that the submission has
been rejected and will include the comments stating why the submission was rejected, and the
baseline checklist status will be set to "Awaiting Submission". At that time, the industry user
will have the option to edit the submission and re-submit, or delete the submission and start
from scratch. In any case, the industry user should resubmit the information to you in some
manner (either electronically or via paper).

PLACE ON HOLD

The regulator may place a submission on hold by clicking the "Place On Hold" button at the
bottom of the current submission dashboard. This button is provided to indicate that the
review process has begun but additional information or clarification is needed before accepting
or rejecting the submission. The regulator can provide comments indicating why the
submission is being placed on hold. These comments are NOT sent to the industry user, nor will
the industry user be alerted that the submission has been placed on hold. The submission
status will be set to "OnHold" but the baseline checklist status will remain "In Progress"
indicating that additional processing is required by the regulator.

RETURN

Once an industry user has submitted their Biennial Report to the regulator, they can no longer
make additions or revisions to the submission. If they discover that their submission is in error,
they may request the regulator to return the submission to allow the industry user to make the
necessary corrections and resubmit. Returning the submission is not an acceptance or rejection
of the submission, but rather, is just a mechanism to return control of the submission back to
the industry user.
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To return a submission, click the "circular arrow" icon next to the site of interest on the
Baseline Checklist. This arrow is only present for site's whose Baseline Checklist status is "In
Progress" or "Processed". Once you return the submission, the baseline checklist status will be
set to "Awaiting Submission" and the regulator will no longer be able to access the submission.
The industry user will need to resubmit the data once all additions or corrections are made.

REVISIONS HISTORY DETAILS

All interactions regarding the submission, including when the submission was created and
submitted by the industry user, as well as when the submission was processed (accepted,
rejected, placed on hold) by the regulator are recorded. All of these interactions may be
viewed by clicking the "Revisions History Details" link in the right-hand corner of the General
Information section of the Biennial Report Dashboard. A pop-up window will be displayed
showing the date and time the interaction occurred, what the interaction was, who initiated
the interaction, and any comments that may have been provided. The interactions are
displayed in reverse chronological order (i.e., most recent interactions first).
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Depending on the business practices of the regulator, a site may elect to provide their Biennial
Report submission on paper, rather than sending the data electronically. Paper submissions
received by the regulator must be entered manually via a data entry process. These sites will
have a baseline checklist status of "Awaiting Submission". If you receive a paper submission
from a site that is not on the baseline checklist, you must add the site to the baseline checklist
before you can begin the data entry process. Click here for information on how to add a site to
the baseline checklist. If you receive a paper submission from a site that does not exist in
RCRAINnfo, you must create the handler via the Handler Module using the 8700-12 form
included in their biennial report submission. Once the handler is created, you must add the site
to the baseline checklist in order to enter and process the paper submission.

To initiate the data entry process, click the "plus" icon next to the site of interest. Note: If the
site has created a draft submission within the Biennial Report Module of the RCRAInfo
Industry Application but has not submitted the data to the regulator, the regulator will not be
allowed to process the paper submission until the site deletes their draft submission.

Conversely, If the regulator creates a submission using a paper submission received from the
site, the site will not be allowed to create an electronic submission via the Biennial Report
Module of the RCRAInfo Industry Application until the regulator deletes the submission they
created.

The Biennial Report Dashboard will be displayed. The General Information section will not
contain any information at this time. The Completed section of the dashboard will provide the
Generated, Management, Shipment, and Received Quantities (in tons) for prior Biennial Report
submissions for this site. Click the "Create New Submission" button to enter the information
associated with this paper submission. You will be prompted to indicate if you would like to
copy GM information from the most recent completed submission (excluding quantities) into
the new submission. If you click "Yes, bring forward GM data" all of the GM forms associated
with the site's most recent completed submission will be copied into the new submission with a
status of "Incomplete". Quantity information (generated, shipped, and/or managed) associated
with the GM forms and comments provided with the GM forms will NOT be copied into the
new submission. Note: You cannot bring forward your GM data if the most recent completed
submission has more than 500 GM forms or is older than the 2001 report cycle. |f you click
"No, do not bring forward GM data", no GM data will be brought forward and you will have to
enter all of the information associated with this submission from scratch.

The Biennial Report Submission screen will be displayed. This screen will show the first 20 GM

forms (if the GM data was brought forward from the previous submission). The screen will also
indicate that there are no WR forms at this time. From this screen you can add, edit, and/or
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delete GM, WR, Ol and Site ID forms, as appropriate. If you brought GM data forward from the
previous submission, you will need to edit each GM form brought forward to provide the
guantity and unit of measure generated, shipped, and/or managed for that waste stream
during the reporting year. Click here for information on how to add, edit, and/or delete GM,
WR, Ol, and Site ID forms associated with this submission.

INCLUDE IN NATIONAL REPORT FLAGS

The Include in National Report Flags are indicators that allow the regulator to determine the
sites and/or waste streams associated with a submission that may be included in the National
Report. Note: The National Report refers to the Biennial Report data provided via the public
website - RCRAInfo Web (https://rcrainfo.epa.gov/rcrainfoweb). These flags are determined
by the appropriate regulator.

SITE IDENTIFICATION FORM

The Include in National Report Flag associated with the Site Identification Form ALWAYS
defaults to "Yes". Setting this flag to "No" indicates that the ENTIRE submission is excluded
from the National Report. Setting this flag to "No" will also set the Include in National Report
Flag for each individual GM and/or WR Form to "No". Sites that are Federal Large Quantity
Generators (LQGs) and/or Treatment, Storage, and Disposal Facilities (TSDFs) during the
reporting year must set the Include in National Report Flag on the Site Identification Form to
"Yes". Sites that are not LQGs or TSDFs during the reporting year should be set to "No".

WASTE GENERATION AND MANAGEMENT (GM) FORM

The Include in National Report Flag associated with each waste stream reported on the GM
Form indicates whether that particular waste stream should be included in the National Report.
If the regulator elected to populate this submission with GM data from the site's most recent
Biennial Report submission, the Include in National Report flag for each waste stream will be
set to the same value as the previous submission. In all other instances, the Include in National
Report Flag will be set to "Yes". The regulator should consider setting the Include in National
Report Flag to "No" if the waste stream meets any of the following conditions:

e If the waste stream is a "state-only" waste, that is, the waste stream is NOT described by any
Federal Waste Codes, the Include in National Report Flag will be set to "No"
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e If the waste was managed on-site via a method OTHER THAN deepwell or underground injection
(H134) and the Form Code associated with the waste is one of the following, the Include in
National Report Flag will be set to "No"

e W101 - Very dilute aqueous waste containing more than 99% water
e W105 - Acidic aqueous wastes less than 5% acid

e W107 - Aqueous waste containing cyanides

e W110 - Caustic aqueous waste without cyanides

e W113 - Other aqueous waste or wastewaters

e W119 - Other inorganic liquid

e If the waste was managed on-site via one of the following methods, the Include in National
Report Flag will be set to "No"
e HO70 - Chemical treatment (reduction/destruction/oxidation/precipitation)
e HO081 - Biological treatment
e H100 - Physical treatment only
(adsorption/absorption/separation/stripping/dewatering)
e H120 - Combination of chemical, biological, and/or physical treatment
e H121 - Neutralization only
e H122 - Evaporation
e H135 - Discharge to sewer/POTW or NPDES with prior management

WASTE RECEIVED (WR) FORM

The Include in National Report Flag associated with each waste receipt reported on the WR
Form indicates whether that particular waste receipt should be included in the National Report.
The Include in National Report Flag is set to "Yes" for all waste receipts. The regulator should
consider setting the Include in National Report Flag to "No" if the waste stream is not described
by a Federal Waste Code (i.e., state-only waste).

SUBMIT

Once you have entered and reviewed the submission and deemed it to be complete and
correct, click the "Submit" button at the bottom of the current submission dashboard. The
business rules will be validated one final time to ensure that the data still meets all of the
business rules. A pop-up window identifying the errors will be displayed if any errors are
found. If no errors are found, a pop-up window will be displayed allowing the regulator to
provide comments regarding the submission, if desired. The submission will then be locked
preventing the regulator from making revisions while the data is moved to the cycle's
temporary tables and the Site Identification information is moved to the Handler Module. Once
this processing is complete, the submission status will be set to "Submitted", the baseline
checklist status will be set to "Processed", and the data associated with this submission will be
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accessible by the Biennial Report Data Quality Reports and National Biennial Report Exhibits.
Also, if the Site Identification Form associated with this submission becomes the most recent
handler source record for this site, the data associated with the universe calculations will be
updated accordingly.

REVISIONS HISTORY DETAILS

All interactions regarding the submission, including when the submission was created and
submitted by the regulator are recorded. These interactions may be viewed by clicking the
"Revisions History Details" link in the right-hand corner of the General Information section of
the Biennial Report Dashboard. A pop-up window will be displayed showing the date and time
the interaction occurred, what the interaction was, who initiated the interaction, and any
comments that may have been provided. The interactions are displayed in reverse
chronological order (i.e., most recent interactions first).
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PRINT SUBMISSION

You may print a portion or all of a site's submission for viewing and/or record-keeping
purposes. To print an individual GM, WR, and/or Ol Form, or to print the Site ID Form, click the
"printer" icon next to the form of interest from the dashboard of the current BR submission. To
print all of the GM, WR, and/or Ol Forms associated with this submission, click the "printer"
icon in the right-hand corner of each section (i.e., GM Forms section, WR Forms section, and Ol
Forms section). You must print one section at a time, that is, there is NOT a print button that
will print the complete submission at one time. A Portable Document Format (PDF) file will be
generated that you will be able to download and view using Adobe Acrobat Reader. Note: If
the submission contains thousands of GM and/or WR forms, it may take up to 15 minutes to
print that section of the submission.
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UNLOCK SUBMISSION

Once a submission is "Accepted" (for electronic submissions) or "Submitted" (for paper
submissions) by a regulator, the submission is locked, preventing the industry user and
regulator from making revisions to the submission. To unlock the submission, click the
"padlock" icon on the current submission dashboard. By unlocking the submission, the
regulator will be allowed to edit the submission. Note: The industry user will NOT be allowed
to edit the submission unless the regulator subsequently rejects the submission or returns the
submission to the industry user. The data associated with the previous submission will be
deleted from both the cycle's temporary tables and the Site Identification information will be
deleted from the Handler Module. The baseline checklist status will be set to "In Progress" and
the submission status will be returned to "Submitted" for electronic submissions and "Draft" for
paper submissions. Once the necessary revisions have been made by the regulator or
resubmitted by the industry user if the submission was rejected or returned, the regulator will
need to submit or accept the submission again using the same process as before.
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REQUEST STATE SUMMARY REPORT

EPA Headquarters provides the courtesy of reviewing a State's Biennial Report data for
correctness and completeness. The State (or appropriate regulator) may determine when this
review occurs by clicking the "Request State Summary Report" button on the Summary tab of
the Biennial Report page. Note: A State may only request this review ONE TIME per cycle, so
the review should not be requested until the vast majority of the data for your State has been
accepted. It is recommended that you run BR Data Quality Reports (particularly the Top
Generator List, Top Manager List, Top Shipper List, and Top Receiver List Reports) to confirm
the readiness of your data. A warning will be displayed asking for your confirmation that you
are ready to request your State Summary Report. Click the "Continue" button for this
confirmation or the "Cancel" button to discard this request. If you confirm the request, you will
not be permitted to accept submissions in the baseline checklist, nor will you be able to unlock
submissions previously accepted until the State Summary Report is complete.

The State Summary Report panel will be displayed indicating the status (initially "In Progress"),
the regulatory person who requested the report, and the date the request was made. Also, an
email will be sent to the appropriate EPA Headquarters staff to indicate that you have
requested the State Summary Report for your State. The EPA staff will respond to your request
by providing an Excel spreadsheet containing various information and findings regarding your
State's Biennial Report data. Note: Depending on the number and size of States in the queue,
It may take 5 - 10 business days for your request to be completed. This spreadsheet will be
uploaded into the application and all users with Biennial Report permissions for your State will
receive an email indicating that the report is complete and available for your review. Your
Biennial Report data will also be unlocked so that you can resume accepting submissions or
unlock submissions as needed. The status within the State Summary Report panel will show
"Awaiting Response".

You will find the document within the State Summary Report panel on the Summary tab of the
Biennial Report page with a type of "Report". Click the "download" icon under the Actions
column to retrieve the document.

The Biennial Report process requires the State to address the findings identified within the
State Summary Report either by correcting the data or providing a comment stating why the
issue does not need to be addressed. Actions taken by the State and all comments should be
communicated to EPA via the spreadsheet. Once you have addressed all of the findings, you
must re-upload the spreadsheet with your actions and/or comments by clicking the "Upload"
button. You will see your document (which may have the same file name as the original
document) with a type of "Response". The status will be changed to "Completed". An email
will be sent to EPA alerting them to review and verify your responses.
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Load Utility

BIENNIAL REPORT LOAD

The Biennial Report Load Utility provides a mechanism for States and/or Regions that have
opted not to use the Biennial Report Module within the RCRAInfo Industry Application to
upload their Biennial Report data via a series of flat files. The user must have the Biennial
Report Load permission for the State (activity location) in order to use the utility. Click here for
information regarding the formatting of the flat files and the business rules in which the data
must conform.

To upload your Biennial Report data, click "Tools" from the main header bar, select "Biennial
Report Utilities", then click the "BR Load" tab. The Activity Location drop-down list will show
the States for which you have the Biennial Report Load permissions. Select the appropriate
State from this drop-down list. At this time, the 2017 Biennial Report Cycle is the only cycle that
you may upload using this utility. Once you specify an Activity Location, the Upload Request
grid will be displayed. Click the "Upload" button, then click the "Select File" button and specify
the ZIP file that contains the flat files comprising your complete submission. Note: The file
specified MUST be a ZIP file. Click the "Upload" button to begin the upload process. Note:
The Biennial Report Load utility DELETES ALL existing Biennial Report data for the Activity
Location and BR Cycle specified before loading the data contained in the file. Your file must
ALWAYS contain ALL of the data for your State (activity location) for the given BR Cycle.

The Biennial Report Load is an asynchronous process meaning that you can close the
application while the submission continues to process in the background. The processing for
most States (activity locations) will take 10 to 20 minutes. You will receive an email once the
load has completed indicating whether the load was successful or if it failed. If you watch the
processing you will see the utility perform the following steps:

e Parsing and loading flat files - This step is parsing the flat files and loading the data into staging
tables

¢ Validating and moving data - This step ensures that the data meets the business rules.
If it does, then the existing 2017 Biennial Report data (if any) is deleted, the data
associated with the Site Identification Form is loaded into the Handler Module, and the
data associated with the GM, WR, and Ol Forms is loaded into a temporary schema
where data quality will be assessed.

¢ Load completed successfully - This message indicates that the load completed
successfully. Once you receive this message, you should run various data quality reports
to ensure that the data is complete and correct.
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BIENNIAL REPORT LOAD

There are two types of errors that your load may encounter: 1) load errors and 2) validation
errors. Load errors are errors that occur when the utility is parsing and loading the data into
the staging tables. These errors are typically invalid dates or alpha characters in a numeric
field. If these errors occur, you will see "Load Error(s)" in the Reason column. Click this link to
see the specific errors encountered. You will need to correct these errors and reload your ZIP
file by clicking the "x" icon in the Action column to delete your current load, then click the
"Upload" button to reload your data.

Once the data has been loaded into the staging tables, the data will be validated against the
business rules associated with the Biennial Report specified. If your data fails to meet one or
more of the business rules, you will see "Validation Error(s)" in the Reason column. Click this
link to see the specific business rules that were violated. Again, you must correct these errors
and reload your ZIP file by clicking the "x" icon in the Action column to delete your current load,
then click the "Upload" button to reload your data. Note: When correcting errors, you must
resubmit ALL of the data for your State, not just the data that was in error.

You may export the errors to an Excel file by clicking the link [either Load Error(s) or Validation
Error(s)], then clicking "Export as CSV" at the bottom of the pop-up window. This feature is
provided to assist you in identifying the records in error in your flat files and making the
necessary corrections. You may need to increase the row height in Excel to see the error
messages.

Your load is successful if you see "Completed" in the Status column and "Load completed
successfully" in the Reason column. You will receive an email once your load has completed.
Note, however, that this does not mean that your data is correct or complete. It is imperative
that you run various data quality reports to determine the completeness and correctness of
your submission. Click here for information on how to run reports.

REQUEST STATE SUMMARY REPORT

EPA Headquarters provides the courtesy of reviewing a State's Biennial Report data for
correctness and completeness. The State (or appropriate regulator) may determine when this
review occurs by clicking the "Request State Summary Report" button on the BR Load tab of the
Utilities page. This button will appear only if your most recent submission was successful and
did not contain any validation errors. Note: A State may only request this review ONE TIME
per cycle, so the review should not be requested until the vast majority of the data for your
State has been loaded. It is recommended that you run BR Data Quality Reports (particularly
the Top Generator List, Top Manager List, Top Shipper List, and Top Receiver List Reports) to
confirm the readiness of your data. A warning will be displayed asking for your confirmation
that you are ready to request your State Summary Report. Click the "Continue" button for this
confirmation or the "Cancel" button to discard this request. If you confirm the request, you will
not be able to re-load BR data for your State until the State Summary Report is complete.

158



RCRAInfo Help and Guidance

The State Summary Report panel will be displayed indicating the status (initially "In Progress"),
the regulatory person who requested the report, and the date the request was made. Also, an
email will be sent to the appropriate EPA Headquarters staff to indicate that you have
requested the State Summary Report for your State. The EPA staff will respond to your request
by providing an Excel spreadsheet containing various information and findings regarding your
State's Biennial Report data. Note: Depending on the number and size of States in the queue,
It may take 5 - 10 business days for your request to be completed. This spreadsheet will be
uploaded into the application and all users with Biennial Report permissions for your State will
receive an email indicating that the report is complete and available for your review. Your
Biennial Report data will also be unlocked so that you can resume loading your State's Biennial
Report data as needed. The status within the State Summary Report panel will show "Awaiting
Response".

You will find the document within the State Summary Report panel on the BR Load tab of the
Utilities page with a type of "Report". Click the "download" icon under the Actions column to
retrieve the document.

The Biennial Report process requires the State to address the findings identified within the
State Summary Report either by correcting the data or providing a comment stating why the
issue does not need to be addressed. Actions taken by the State and all comments should be
communicated to EPA via the spreadsheet. Once you have addressed all of the findings, you
must re-upload the spreadsheet with your actions and/or comments by clicking the "Upload
SSR" button. You will see your document (which may have the same file name as the original
document) with a type of "Response". The status will be changed to "Completed". An email
will be sent to EPA alerting them to review and verify your responses.
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BIENNIAL REPORT UPDATE INTRODUCTION

The information presented in this book pertains to updating Biennial Report data. Biennial
Report data may be updated in one of two manners: 1) Via the Biennial Report Update
process; or 2) Via the Biennial Report Update utility.

BIENNIAL REPORT UPDATE PROCESS

The Biennial Report Update process is conducted by the regulator through the RCRAInfo
application. Industry users CANNOT submit updates to their submissions via the RCRAInfo
Industry Application after a BR cycle is closed and final. Biennial Report data may be updated
using the Biennial Report Update process if:

e the Biennial Report data is for the 2001 BR cycle or later;
e the Biennial Report cycle is closed and final (for the entire nation).

Any data meeting the criteria above is eligible to be updated, regardless of the manner in which
the data was originally loaded into RCRAInfo (i.e., Biennial Report Module via the RCRAInfo
Industry Application or the Biennial Report Load Utility).

Since this mechanism allows Biennial Report data from various cycles to be updated, the
business rules and drop-down list values found throughout the update process may vary from
the business rules and/or drop-down list values that were in place for a specific cycle. The most
lenient business rules have been implemented to allow the user to appropriately include or
omit data as that cycle dictated. For example, in 2005 the Form Code was not required on the
GM form, therefore, if you update a GM form for ANY cycle, the Form Code will not be
required. However, the intent is that you would include the information if the cycle required it,
even though the software will not enforce the rule.

Likewise, for the drop-down list values, the lists will show all active and inactive values. It is
your responsibility to select a value that would have been appropriate for the cycle in which
you are updating. For example, in 2011, the now inactive management method HO71 -
chemical reduction was a valid value, however, when updating data in 2013, that management
method should not be used as it was replaced by management method HO70 - chemical
treatment.
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BIENNIAL REPORT UPDATE UTILITY

The Biennial Report Update Utility allows the regulator to add or update Biennial Report data
for the most recent concluded cycle via a flat file load utility. The data provided may be for one
or more facilities in a given State in which a submission needs to be added or updated. Click
here for information regarding the formatting of the flat files and the business rules in which
the data must conform. Note: A submission CANNOT be deleted using this utility. See the
Biennial Report Update process above to delete a submission.

PERMISSIONS
With great power comes great responsibility!

All users can view Biennial Report data in the same manner in which all other RCRAInfo data is
viewed without obtaining special permissions. However, in order to update Biennial Report
data using either the Biennial Report Update process or the Biennial Report Update utility, the
user must obtain the Biennial Report Update permission of "Active". Note: Having the
"Active" permission for the Biennial Report Load or Biennial Report Maintenance permission
DOES NOT give a user the necessary permissions to update Biennial Report data. Contact
your Administrator to obtain this permission.
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VIEW BIENNIAL REPORT DATA

To view Biennial Report data associated with a specific handler, first find the handler using the
Handler Search on the RCRAInfo Home Page. From the Handler Search Results page, click the
handler of interest and select "Biennial Report". The Biennial Report Summary page will be
displayed showing all of the Biennial Report submissions associated with this handler from the
2001 Biennial Report cycle and forward. For each cycle, the Generation, Managed, Shipped,
and Received quantities reported (in tons) will be displayed. Note: The quantities displayed
includes the quantities associated with waste streams that are marked for exclusion from the
National Report as well as the quantities associated with waste streams that are marked for
inclusion in the National Report. The National Report column indicates if the handler was
included in the National Report. Note: This does NOT indicate if the handler reported waste
streams that were not included in the National Report.

VIEW SUBMISSION

Click the "eye" icon next to the cycle of interest to view the individual forms associated with the
submission including the Site Identification, GM, WR, and/or Ol forms. The Biennial Report
Submission for this site/cycle will be displayed. This screen will show the first 20 GM, WR,
and/or Ol forms associated with this submission in addition to the Site ID form. You may search
for a specific GM, WR, and/or Ol Form by entering a value in the Search text box within the
associated form section (GM, WR, and Ol). The search is conducted as follows:

GM Forms
e Page Number must equal the search value provided; or
o Waste Description must contain the search value provided; or
e Off-site EPA ID (i.e., Receiver ID) must start with the search value provided.

WR Forms
e Page Number must equal the search value provided; or
e Waste Description must contain the search value provided; or
e Off-site EPAID (i.e., Shipper ID) must start with the search value provided.

Ol Forms
e Page Number must equal the search value provided; or
o Site ID must start with the search value provided; or
¢ Site Name must contain the search value provided.

For example, searching for the value of "1" within the WR Forms would return the record
where the Page Number equals "1" as well as any Waste Descriptions that contained the value
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"1" such as "B-91 SOLIDS FROM PROCESS OF MANUFACTURING RUBBER CHEMICALS", however,
it would NOT return records where the Off-site EPA ID contained a "1" such as "ALD981000542"
because the Off-site EPA ID must START WITH the search value provided.

To view a specific form, click the "eye" icon next to the form of interest. All of the information
associated with that form will be displayed in read-only format. Click the "Back to Biennial
Report" button at the bottom of the page to return to the Biennial Report Submission screen.

PRINT SUBMISSION

You may print a site's submission for a given cycle for viewing and/or record-keeping purposes
by clicking the "printer" icon next to the cycle of interest. A Portable Document Format (PDF)
file will be generated that you will be able to download and view using Adobe Acrobat Reader.
Note: If the submission contains thousands of GM and/or WR forms, it may take up to 15
minutes to print the submission.
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To update Biennial Report data associated with a specific handler, first find the handler using
the Handler Search on the RCRAInfo Home Page. From the Handler Search Results page, click
the handler of interest and select "Biennial Report". The Biennial Report Summary page will be
displayed showing all of the Biennial Report submissions associated with this handler from the
2001 Biennial Report cycle and forward. For each cycle, the Generation, Managed, Shipped,
and Received quantities reported (in tons) will be displayed. Note: The quantities displayed
includes the quantities associated with waste streams that are marked for exclusion from the
National Report as well as the quantities associated with waste streams that are marked for
inclusion in the National Report. The National Report column indicates if the handler was
included in the National Report. Note: This does NOT indicate if the handler reported waste
streams that were not included in the National Report.

UPDATE SUBMISSION

Click the "pencil" icon next to the cycle of interest to view and/or edit the individual forms
associated with the submission including the Site Identification, GM, WR, and/or Ol forms. The
Biennial Report Submission for this site/cycle will be displayed. This screen will show the first
20 GM, WR, and/or Ol forms associated with this submission in addition to the Site ID form.
You may search for a specific GM, WR, and/or Ol Form by entering a value in the Search text
box within the associated form section (GM, WR, and Ol). The search is conducted as follows:

GM Forms
e Page Number must equal the search value provided; or
e Waste Description must contain the search value provided.

WR Forms
e Page Number must equal the search value provided; or
e Waste Description must contain the search value provided; or
e Off-site EPA ID must start with the search value provided.

Ol Forms
e Page Number must equal the search value provided; or
¢ Site ID must start with the search value provided; or
¢ Site Name must contain the search value provided.

For example, searching for the value of "1" within the WR Forms would return the record
where the Page Number equals "1" as well as any Waste Descriptions that contained the value
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"1" such as "B-91 SOLIDS FROM PROCESS OF MANUFACTURING RUBBER CHEMICALS", however,
it would NOT return records where the Off-site EPA ID contained a "1" such as "ALD981000542"
because the Off-site EPA ID must START WITH the search value provided.

The regulator may make any additions, revisions, or deletions to the submission that they deem
appropriate. It is recommended that the regulator contact the site to communicate any
changes that the regulator makes to the submission. Click here for information on how to
make additions, revisions, or deletions to the submission.
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PRINT BIENNIAL REPORT DATA

To print Biennial Report data associated with a specific handler, first find the handler using the
Handler Search on the RCRAInfo Home Page. From the Handler Search Results page, click the
handler of interest and select "Biennial Report". The Biennial Report Summary page will be
displayed showing all of the Biennial Report submissions associated with this handler from the
2001 Biennial Report cycle and forward. For each cycle, the Generation, Managed, Shipped,
and Received quantities reported (in tons) will be displayed. Note: The quantities displayed
includes the quantities associated with waste streams that are marked for exclusion from the
National Report as well as the quantities associated with waste streams that are marked for
inclusion in the National Report. The National Report column indicates if the handler was
included in the National Report. Note: This does NOT indicate if the handler reported waste
streams that were not included in the National Report.

PRINT SUBMISSION

You may print a site's entire submission (i.e., all SI, GM, WR, and/or Ol forms) for a given cycle
for viewing and/or record-keeping purposes by clicking the "printer" icon next to the cycle of
interest. A Portable Document Format (PDF) file will be generated that you will be able to
download and view using Adobe Acrobat Reader. Note: If the submission contains thousands
of GM and/or WR forms, it may take up to 15 minutes to print the submission.

PRINT INDIVIDUAL FORMS

To print an individual GM, WR, and/or Ol Form, or to print the Site ID Form, click the "eye" or
"pencil" icon next to the cycle of interest. The Biennial Report Submission screen will be
displayed. Next, click the "printer"” icon next to the form of interest. To print all of the GM, WR,
and/or Ol Forms associated with this submission, click the "printer" icon in the right-hand
corner of each section (i.e., GM Forms section, WR Forms section, and Ol Forms section). You
must print one section at a time. A Portable Document Format (PDF) file will be generated that
you will be able to download and view using Adobe Acrobat Reader. Note: If the submission
contains thousands of GM and/or WR forms, it may take up to 15 minutes to print that
section of the submission.
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BIENNIAL REPORT UPDATE UTILITY

The Biennial Report Update Utility provides a mechanism for States and/or Regions to provide
additions or updates to their a series of flat files. The submission may be for one or more
handlers, but must contain ALL of the Biennial Report data for those handlers. The user must
have the Biennial Report Update permission for the State (activity location) in order to use the
utility. Click here for information regarding the formatting of the flat files and the business
rules in which the data must conform.

To upload your Biennial Report additions and/or updates, click "Tools" from the main header
bar, select "Biennial Report Utilities", then click the "BR Update" tab. The Activity Location
drop-down list will show the States for which you have the Biennial Report Update permissions.
Select the appropriate State from this drop-down list. Note: You can only update data from
the most recent concluded Biennial Report cycle using this utility. Once you specify an Activity
Location, the Upload Request grid will be displayed. Click the "Upload" button, then click the
"Select File" button and specify the ZIP file that contains the flat files comprising your update
submission. If the "Upload" button is not present, click the "x" icon in the Action column to
delete your most recent load. Note: The file specified MUST be a ZIP file. Click the "Upload"
button to begin the upload process. Note: The Biennial Report Update utility DELETES ALL
existing Biennial Report data for the handlers provided in the flat files corresponding to the
BR Cycle specified before loading the data contained in the file. Your file must ALWAYS
contain ALL of the data for the handlers provided for the given BR Cycle.

The Biennial Report Utility is an asynchronous process meaning that you can close the
application while the submission continues to process in the background. The processing time
will depend largely on the amount of data provided but generally will only take a few minutes.
You will receive an email once the load has completed indicating whether the load was
successful or if it failed. If you watch the processing you will see the utility perform the
following steps:

e Parsing and loading flat files - This step is parsing the flat files and loading the data into staging
tables

o Validating and moving data - This step ensures that the data meets the business rules.
If it does, then the existing 2017 Biennial Report data (if any) for the handlers provided
is deleted and the data provided with this update will be loaded into RCRAInfo.

e Load completed successfully - This message indicates that the load completed
successfully. Once you receive this message, you should run various data quality reports
to ensure that the data is complete and correct.
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There are two types of errors that your load may encounter: 1) load errors and 2) validation
errors. Load errors are errors that occur when the utility is parsing and loading the data into
the staging tables. These errors are typically invalid dates or alpha characters in a numeric
field. If these errors occur, you will see "Load Error(s)" in the Reason column. Click this link to
see the specific errors encountered. You will need to correct these errors and reload your ZIP
file by clicking the "x" icon in the Action column to delete your current load, then click the
"Upload" button to reload your data.

Once the data has been loaded into the staging tables, the data will be validated against the
business rules associated with the Biennial Report specified. If your data fails to meet one or
more of the business rules, you will see "Validation Error(s)" in the Reason column. Click this
link to see the specific business rules that were violated. Again, you must correct these errors
and reload your ZIP file by clicking the "x" icon in the Action column to delete your current load,
then click the "Upload" button to reload your data. Note: When correcting errors, you must
resubmit ALL of the data that was in your original submission, not just the data that was in
error.

You may export the errors to an Excel file by clicking the link [either Load Error(s) or Validation
Error(s)], then clicking "Export as CSV" at the bottom of the pop-up window. This feature is
provided to assist you in identifying the records in error in your flat files and making the
necessary corrections. You may need to increase the row height in Excel to see the error
messages.

Your load is successful if you see "Completed" in the Status column and "Load completed
successfully" in the Reason column. You will receive an email once your load has completed.
Note, however, that this does not mean that your data is correct or complete. It is imperative
that you run various data quality reports to determine the completeness and correctness of
your submission. Click here for information on how to run reports.
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Export Utility

BIENNIAL REPORT EXPORT

The Biennial Report Export Utility provides a mechanism for States and/or Regions to download
Biennial Report data for a single State in a series of flat files. Note: At this time, only the data
associated with the 2017 Biennial Report may be downloaded.

To request an export, click "Tools" from the main header bar, select "Biennial Report Utilities",
then click the "BR Export" tab. This utility can be used by any user, that is, no permissions are
needed for this utility. To begin an export, click the "Request Export" button. From the pop-up
window, select the Activity Location for the data that you want to export and click the "Request
Export" button. The Biennial Report Export is an asynchronous process meaning that you can
close the application while the export continues to process in the background. Depending on
the size of the State (activity location) that you are requesting and the activity within the
RCRAINnfo application, your request may take up to 24 hours to process. You will receive an
email indicating when the process has completed.

To retrieve the export file, click the link provided within the email, or from the "BR Export" tab,
click the "download" icon in the Action column next to the Activity Location of interest. The
download file is a .zip file containing fixed format files matching the 2017 Flat File

Specifications. Note: A file is provided for each file defined in the Flat File Specification even if
the file contains no data. Click the "X" icon to delete an export. This action permanently
deletes the export file and will no longer be available for retrieval.

If you elect to export data for a State that you have previously exported, the new export WILL
NOT overwrite your previous export. As long as you have not deleted an export, you will be
able to retrieve the export file at any time by clicking the "download" icon next to the
appropriate export. This allows the user to maintain a history of export activity and data.
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User Maintenance

USER MAINTENANCE INTRODUCTION

Users of the RCRAInfo application or RCRAInfo Industry application must register in order to
gain access to the application. The process for obtaining a RCRAInfo account and obtaining a
RCRAINnfo Industry account are markedly different. Users doing work as a regulator (i.e., State
and EPA Region users) should obtain a RCRAInfo account. Users submitting information to
regulators (i.e., hazardous waste generators and treatment, storage, and disposal facilities)
should obtain a RCRAInfo Industry account. Information regarding obtaining and maintaining
either a RCRAInfo account or RCRAInfo Industry account is provided in this book.
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RCRAInfo User

CREATE NEW USER

To register for an account in the production environment, enter the following URL into any
browser: https://rcrainfo.epa.gov/rcrainfoprod. To register for an account in the pre-
production environment (used for user testing), enter the following URL into any browser:
https://rcrainfopreprod.epa.gov/rcrainfo.

STEP 1 - REQUEST AN ACCOUNT

Welcome to RCRAInfo RCRAInfo Sign In

Userld

Fassword

Hegister Forgot passwaord?
From the RCRAInfo Sign In screen, click the "Register" link.
STEP 2 - CREATE CREDENTIALS
Create a New Account
Step 1: Create a Login
User Id ¥ Password ¥ Yerify Password ¥

o

Enter a valid email that will serve as your User |d. Note: The email address that you provide
should be an email address that has been issued by your employer. You should NOT use a
personal email address. Enter a password to be associated with your account. Repeat the
password in the "Verify Password" box. The text provided in the Password and Verify Password
boxes must match before you can continue. Your password must meet the following rules: 1)
cannot contain your user id or the word 'password'; 2) must contain only letters and numbers;
3) must contain at least one lower and one upper case letter; 4) must start with a letter; 5)
must contain at least one number; and 6) must be between 8 and 15 characters long. Click
"Next".

171


https://rcrainfo.epa.gov/rcrainfoprod
https://rcrainfopreprod.epa.gov/rcrainfo

CREATE NEW USER

STEP 3 - ENTER PROFILE INFORMATION

Step 2: Enter Profile Infarmation

First Name # Middle Initial Last Name *
Phone Humber % Extension V5 3-character User Id
Organization / Agency * Contractor

Mo

Address Line 1 #*
Address Line 2

Zip * City * State ¥

i

Enter your profile information. You must provide information indicated by the red asterisk.
Telephone Numbers may only contain numeric data and the first digit of the area code and
prefix code cannot be 0 or 1. When entering the Organization, the drop-down list will be auto-
populated once two characters have been entered. If your Organization exists, it will be
presented in the list, otherwise you can enter it manually. If you are not a direct employee for
the government (either Federal or State), please set the Contractor indicator to "Yes", by sliding
the "No" indicator to the left or clicking the left portion of the box. The Contractor indicator
has no effect on the types of permissions that can be associated with the account, but rather is
for informational purposes only. The City and State may be auto-populated by entering the Zip.
If the Zip is associated with more than one City, you may select the appropriate City from the
list provided. If the appropriate City is not presented, you may enter it manually. You may
provide your V5 3-character TSSMS id for informational purposes only. Once you have
populated all required profile information, click "Next".

Select v

STEP 4 - REQUEST PERMISSIONS

Step 3: Reqguest Privileges

Sponsor #
Wirginia

Please specify your request details

a
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Select a Sponsor from the drop-down list provided. This sponsor should represent the State or
EPA Office (Region or Headquarters) that you work in or for. Once you have selected a Sponsor,
a text box will be presented, allowing you to indicate why you are requesting an account and
what permissions you will need. Providing Request Details is optional. Click "Finish".

STEP 5 - CREATE ACCOUNT

l:Confirmation of New Account Registration

Your account was created successfully! We have sent an emall to the address you have provided, please find the email and follow instructions to complete the registration
process.

Your Profile Information

First Name Middle Initial Last Name
Johin Doe
Phone Number Extension

781-234-5675

Organization / Agency Name Contractor
Environmental Protection Agency lls}
Address Line 1

1234 Main Street

Address Line 2

city State Zip
Arlington WIRGINA 222Mm

Your account has now been created. However, there are additional steps that you must take
before you can use your account.

STEP 6 - VALIDATE EMAIL

To ensure that the email provided is valid, an email will be sent to the address provided. Open
the email and follow the instructions contained within to continue the account activation
process. Note: You cannot be given access to RCRAInfo until your email address has been
verified. Upon validation of the email, you will see the following confirmation screen. This
screen lists the Administrator or Administrators that are responsible for your account. Please
contact them if you have any questions or concerns regarding your account.
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Email Address Confirmation

Your email address has now been confirmed! An email has been sent to the responsible administrator listed below to request access. The administrator will communicate
with you via email or phone within the next 24-43 hours to activate your account.

Request Sent To

Responsible Administrator Email Phone

John H Smith rcratestermd@gmail. com 703-555-1111 (111)

This completes the steps needed by the User to request a new account. An email will be sent
to the Administrator(s) responsible for processing your account. Once an Administrator has
approved your account, you will receive an email. At that time you will be able to login using
the credentials that you provided.
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MY PROFILE

OPEN MY PROFILE

Toals ~ Docurnentation «

John Q Doe

oo emaili@epa ooy

Search Links
« My "Finish Later" Drafts Prafile
» Translate Data
* PCE Data System
Handler Id Handler Name » 2013 - Biennial Report Cycle
o Multi-site Consent Agreement/Final Orders (CAFOs)
» Commitment Maintenance

Baszic Criteria

Log out

To open your profile, click the down arrow next to your name in the upper right-hand corner of
the screen and select "Profile".

MY PROFILE

My Profile

Ity Profile My Permissions ity Request History Ity Motes Ity Events

ity Basic Profile

First Name #* Middle Initial Last Name #*
Joe Q Doe

Email Phone Number # Extension

jdoe.emaili@epa.gov 781-294-5675

V5 3-character User Id

Organization / Agency #

Environmental Frotection Agency v

Address Line 1 %

1234 Main Street

Address Line 2

Zip * City * State #*

22201 ARLINGTON WIRGIMIA v

The profile information associated with your account will be displayed. From this screen you
can update your profile information, change your password, change your email address, see
your permissions, or see critical events associated with your account.
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UPDATE PROFILE

You may change any or all of your profile information from this screen except your email
address. You must provide information indicated by the red asterisk. Click "Update" to save
your profile revisions.

CHANGE PASSWORD

Change Password

Current Password ¥
Password Rules

Passward must NOT contain your user id or word 'password'.
New Password ¥

Password must contain only letters and numbers.

Passward rust contain at least one lower and one upper case letter,
Verify New Password %

Passward must start with a letter.

Passward must contain at least one number.

Password must be between 8 and 15 characters long.

Pagsword must not match your previous five passwords,

Change P g cancel

)

To change your password, click "Change Password" from the My Profile screen. A pop-up box
will be displayed asking for your current password as well as your new password and a
verification of your new password. Enter the required information and click "Change
Password". Your new password must meet the following rules: 1) cannot contain your user id
or the word 'password'; 2) must contain only letters and numbers; 3) must contain at least one
lower and one upper case letter; 4) must start with a letter; 5) must contain at least one
number; 6) must be between 8 and 15 characters long; and 7) cannot match your 5 previous
passwords.

CHANGE EMAIL
In Version 6, your email address also serves as your User Id. Therefore, precautions are taken

to ensure that email addresses can only be changed by the User and that the new email address
provided is valid. To change your email, click "Change Email" from the My Profile screen.

176



RCRAInfo Help and Guidance

Change Email

*You are about to change your email. You will need to re-authenticate, choose your new ermail address and Change Email and Log Out.
“vou will be logged out of the system and will not be able to login until your new email address is confirmed.

User Id * Password ¥

Luthenticate

Provide your current Password and click "Re-Authenticate".

Change Email

You are about to change your email. You will need to re-authenticate, choose your new email address and Change Email and Log Out.
vouwill be logged out of the systern and will not be able to login untilyour nes email address is confirmed.

New Email Address % Confirm New Email Address %

Cancel

Enter your new Email Address in both the New Email Address and Confirm New Email Address
text boxes and click "Change Email and Log Out". Note: The email address that you provide
should be an email address that has been issued by your employer. You should not use a
personal email address. To ensure that the email provided is valid and was intended to be
changed, an email will be sent to both the current email address and the new email address
you provided. If you receive an email indicating that an email change has been requested and
you did not initiate the process, contact your Administrator immediately.

If you did initiate an email change, open the email from the new email address and follow the
instructions contained within the email to validate. Upon validation of the email, you will be
able to login to RCRAInfo with your new credentials (i.e., new email address).

MY PERMISSIONS

To see the permissions associated with your account, click the "My Permissions" tab on the My
Profile screen.

My Profile

Wty Profile My Permissions Wy Request History My Notes My Events

Permissions for Entity

Select. . v
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The Permissions for Entity drop-down list will contain a list of States and/or Regions for which
you have permissions other than "Read". Select the State or Region for which you want to see
your associated permissions.

Permissions for: Maryland

Module Permission Level Module Permission Level
H - Handler Add/Update Report Managernent [Mone

Lookup Managerment Mone User Maintenance Maone

The module(s) for which you have either "Add/Update", "Delete", or "Admin" permissions will
be displayed. Since every user has "Read" access to all modules for every entity, modules for
which you have "Read" permission are not displayed here. For users that only have "Read"
permissions, a message will be displayed indicating their read-only status. Some permissions,
such as User Maintenance and Report Management, are yes/no permissions. That is, you
either have the permission or you don't. These permissions will show "Active" if you have that
permission or "None" if you do not.

Contact your Administrator to obtain additional permissions for your account.
MY REQUEST HISTORY

To see the request history associated with your account, click the "My Request History" tab on
the My Profile screen.
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My Profile

My Prafile My PErmissions Wty Request History

Permission Change

Changed Date
03/15/2016 12:50:33 PM

Entity: Marylanc

by Notes My Events

Changed By
John Smith <rcratestermd@omail.comz

Module Old Permission Level New Permission Level
Handler Read Admin
User Maintenance Mane Active
Initial Activation Request
Requested Date Status Sponsor
03/15/2016 12:46:40 P Granted haryland

Approved Date
03/15/2016 12:50:11 PM

Approved By
John Smith <reratestermo@grmail comz

This tab shows the history of your account including initial activation request and permission
changes. The differing requests show various information but generally include the date of the
request, the date the request was granted or denied, and the Administrator that granted or
denied the request.

MY NOTES

An Administrator has the ability to enter notes associated with your account. If the
Administrator chooses to share these notes with the User, they will be displayed under the My
Notes tab of your profile.

My Profile

Wy Profile Ity PErMIssions hty Recuest History My Notes Wy Events

Mote #1

Type Auther Written

External Johin Smith=rcratestermd@ogmail.com: 08/12/2016 10:16:56 Ak
Note Text

Approved your account and granted you permissions for Mandand.

The notes will be displayed showing when the note was written, the Administrator that wrote
it, and the note itself.
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MY EVENTS

To see critical events associated with your account, click the "My Events" tab on the My Profile
screen.

My Profile

by Profile My PErMmMissions My Request History Ity Motes My Events

Iy Critical Events

Event Detail
Created 03/15/2016 12:46:40 P
Last Connect 08/12/2016 09:40:18 Ak
Password Reset 05/31/2016 02:51:57 Pk
Security Agreement 0B/12/2016 09:40:22 Ahd
Account Status Active

This screen shows the date and time of when your account was created, when you last logged
into the system, when your password was last reset, the last time you agreed to the security
agreement, and your current account status.
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FORGOT PASSWORD

If you have forgotten your password or your account is locked because you entered an invalid
password more than 3 times, click the "Forgot Password" link on the Login page to reset your
password.

Welcome to RCRAInfo RCRAInfo Sign In
Userld

Password

Fegister Forgot password?

Enter your User Id and click "Request Password Reset".

Request Password Reset
Flease enter your User Id.

User Id %

An email will be sent to you containing a link for you to reset your password. Open the email
and click the link.

Dear John O Doe < jdoe.email@epa.goy =

Your password reset request was recelved. To reset vour RCRAINfo password, please click the link below, If vou have questions, please contact vour Administrator,

Click here to create vour new password.

Thank youl
RCRAINfo Team

You will be prompted to enter a new password and to verify the new password. Your new
password must meet the password rules as stated. Click the "Update Password" button to
create your new password.
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Create New Password

Please enter and verify your new password

Password %
Password Rules

Password must NOT contain your user id or word 'password'.

Verify Password #*

Fassword must contain only [etters and numbers

Password must contain at least one lower and one upper case leter

Password must start with 2 letter.

Fassword must contain at least one number,

Password must be hetween 8§ and 15 characters long

Password must not match your previous five passwords.

You must now return to the Login page and enter your user id and new password.

182



RCRAInfo Help and Guidance

RCRAINnfo Industry User

CREATE NEW USER

To register for an account in the production environment, enter the following URL into any
browser: https://rcrainfo.epa.gov/rcrainfoprod. To register for an account in the pre-
production environment (used for user testing), enter the following URL into any browser:
https://rcrainfopreprod.epa.gov/rcrainfo.

Note: This registration process is built upon the account registration process used for EPA’s
Central Data Exchange (CDX). RCRAInfo Industry Application (RIA) accounts may be used
within CDX and conversely CDX accounts may be used within RIA. To use an existing CDX
account to login into the RCRAInfo Industry Application, simply enter your CDX credentials in
the RCRAInfo Sign In screen.

STEP 1 - REQUEST AN ACCOUNT

Welcome to RCRAInfo RCRAInfo Sign In
5 EPA'S comp nfo an 00 Userld
Fassword
Hegister Forgot passward?
From the RCRAInfo Sign In screen, click the "Register" link.
STEP 2 - SELECT REGISTRATION TYPE
Select Registration Type
Regulatory Agency User Industry User
Select this option if wou represent a State environmental Select this option if you want to submit RCRA Motification,
agency or the United States Environmental Protection oR  Biennial Report and/or manifest data on behalf of a regulated
Aency. hazardous waste site including federal facilities.
Continue to Regulatory User Registration Continue to Industry Lser Registration

You will be asked to select your registration type, Regulatory Agency User or Industry User. To
gain access to the RCRAInfo Industry Application, you MUST select Industry User.
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CREATE NEW USER

STEP 3 - ENTER USER INFORMATION

User Infarmation v
Title #* First Name # Micdle Initial Last Name # Suffix
Select. . v Select. . v

Enter your user information including your Title, First and Last Name.

STEP 4 - ENTER USER ID / PASSWORD

Create a User ID and Password hd

UseriD # @ Password * @ Yerify Password

Show password

These questions will be used to reset your password:

Question 1 #* Answer1 * @
Select a guestion v

Question 2 #* Answer 2 #
Select a guestian. . v

Question 3 #* Answer3 ¥
Select a question... v

Show answers

Next you will pick a user id and password to be associated with your account. You must verify
your password by re-entering it in the Password Verification field.

The user id must adhere to the following rules:

e Must be between 8 and 160 characters

e Cannot contain spaces

e Cannot contain special characters except period (.), hyphen (-), underscore (_), or at (@).
e Cannot be all numbers

e Must be unique

Passwords must meet the following rules:
e Must be between 8 and 15 characters
e Must start with a letter

e Must contain at least one lower and upper case letter
e Must contain at least one number
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e Cannot contain your user id or the word "password"
e Cannot match previous 5 passwords

Additionally, you must select three (3) questions and provide answers to these questions.
These questions will be used in the event that you need to have your password reset. Note
that the answers you provide are case-sensitive.

STEP 5 - TERMS AND CONDITIONS

Agree to the Terms and Cenditions

To see the Terms and Conditions associated with this account, click the Terms and Conditions
link. Carefully read the Terms and Conditions associated with creating and using this account.
Click the checkbox next to "Agree to Terms and Conditions" to accept the terms and conditions
stipulated. Note: If you do not agree with the Terms and Conditions, you will not be able to
create an account. Click "Next" to continue.

STEP 6 - ORGANIZATION / CONTACT

Organization/Contact Information hd

Organization Name #

Mailing Address (line 1) #

Mailing Address (line 2)

City #* State #* Zip/Postal Code % Country #*
UNITED STATES

Job Title #*

Phone Number # Extension

Email # Re-enter Email #

Finally, you will be asked to provide the organization or company for which you work for and
some additional contact information including Job Title, Phone Number, and Email Address.
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Once you have provided all of the required information, indicated by the red asterisks, click
"Send Verification Code".

STEP 7 - ENTER VERIFICATION CODE

Yerification Code #

Haven't received your verification code yet? Click to resend

An email will be sent to the email address provided in Step 5 above. This email will contain a
verification code that you will enter to complete your account creation. Note: If you provided
an invalid email address or an email address that you do not have access to, you will not be able
to complete your account creation. Enter the Verification Code and click "Register" to
complete the account creation process.
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User Maintenance Administrator

USER MAINTENANCE ADMINISTRATOR INTRODUCTION

User Maintenance Administrators play an integral role in the creation and maintenance of
users. There are two distinctive permissions associated with user maintenance: 1) User
Maintenance and 2) Industry User Maintenance. The User Maintenance permission pertains to
the administration of RCRA users - EPA and State Regulators that are accessing and/or
processing information as the regulatory authority for the implementation and oversight of
RCRA Subtitle C. The Industry User Maintenance permission pertains to the administration of
Industry users - Individuals representing hazardous waste sites that are providing information
to EPA and/or their State Regulatory authority. The user maintenance features and
functionality may differ between a RCRA user and an Industry user.

Topics associated with the maintenance of a RCRA user that you will find in this book include:

e Activating a New Account - How to activate a new User's account

e Grant Permissions - How to grant permissions to a User

e Request Permissions - How to request permissions on behalf of a User

e Activate / Deactivate a User - How to activate or deactivate a User's account

e Send Password Reset - How to force a User to change their password

e Update User Profile - How to update a User's profile

¢ Request History - How to see the history of requests granted and/or denied for this User

Topics associated with the maintenance of an Industry user that you will find in this book
include:

e Authorization Request - How to grant site access and requested permissions to a User

e Site Permissions - How to view or revise current site permissions for a User

e Assign e-Signature Agreement Status - How to change a User's ESA status for paper processing
e Request History - How to see the history of requests granted and/or denied for this User

e View User Profile - How to view a User's profile
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USER SEARCH

An Administrator can also search for specific Users using the User Search feature. The
Administrator can access this feature by selecting the User Search tab from the Pending User
Request screen.

SEARCH

Pending Reqguests User Search

User Search

Basic Criteria

Userld Status
First Name Last Name

Organization / Agency

Phone Number

Sponsorship Profile Type

Check User Accounts

Administrators can search for Users by User Id, Account Status, First Name, Last Name,
Organization, Phone Number, Sponsorship, Profile Type or any combination of these criteria.
The User Id, First Name, Last Name, and Phone Number searches will look for the string
provided anywhere within the specified field. For example, specifying a search of ‘IAN’ in the
first name could find values of ‘IAN’, ‘Brian’, ‘BRIANNA’, ‘diane’, and ‘DiAnA’. Note: The search
is not case-sensitive. The Status, Organization, Sponsorship, and Profile Type searches require
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that you select a search value from the drop-down lists provided. Future versions will also
allow the Administrator to search by Module and Permission Level.

If the Administrator provides search criteria for more than one item, the search will return all
Users that match all of the criteria provided. For example, if the Administrator provides criteria
for both the Status and the Organization, the search will return all Users that match BOTH the
Status and Organization selected. Users who match only the Status or the Organization will
NOT be returned in the results.

If the Administrator selects a "Region" value for the Sponsorship, the search results will return
all Users that match that Sponsorship as well as Users whose State belongs to that Region. For
example, if the Administrator selects Region 7 as the Sponsorship, the results will return all
Users whose Sponsorship is Region 7, as well as all Users with a Sponsorship of Kansas, lowa,
Missouri, or Nebraska. The results can then be sorted to see the Users belonging to each
Sponsor.

To erase the search criteria, click the “Reset” button. Once all of the search criteria has been

provided, click either the “Search” button or the “Check User Accounts” button. Note: The
"Check User Accounts" button is available to User Maintenance Administrators only.

USER SEARCH RESULTS

Fending Requests User Search

User Search Results

Shaow 20 v entries Search
User ld First Name Last Name Organization Last Login Profile Type Sponsor
jdoe1 emaii@epa.goy John Doe Environmental Protection Agency 01711/2016 D:12:58 AM RCRA MO

Showing 1t0 1 of 1 entries Previous Mext

When you click the “Search” button, the results will show the User Id, Name (first and last),
Organization, the date/timestamp that the User last logged into the system (Last Login), Profile
Type (indicating if the User is a RCRAInfo User or a RCRAInfo Industry User), and Sponsor. The
first 10 results are displayed and are initially sorted in ascending order by User Id, but may also
be sorted by Name, Organization, and Last Login in either ascending or descending order by
clicking the up or down arrow next to the appropriate column. You can change the number of
results displayed by selecting a value from the “Show entries” drop-down list. You may page
through the results by using the “Previous” and “Next” buttons as appropriate.

You may further refine your search by specifying a search string in the Search box. This search

is limited to the Users already in the results set. This search is conducted across all columns.
For example, if you put ‘RON’ in the Search box, it will return all Users in the results set that
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have the string ‘RON’ anywhere within the Email, Name, or Organization (i.e., an email of
‘ronald.reagan@epa.goVv’, a last name of ‘bronson’, and/or an organization of ‘maryland
department of environment’). Again, this subsequent search is not case-sensitive.

Pending Reguests User Search
User Accounts Legenc

Show | 20 ¥ entries Search:
Password
Expiration Sec. Agreement

User Id Status Name Last Login (Days) Expiration (Days)
jdoe.email@epa.gov Active John Doe 12/23/2015 10:25:00 A 0372202016 (39) 0372202016 (39)
Showing 1 to 1 of 1 entries Previous - Mt

When you click the “Check User Accounts” button, the results will show the User Id, Status,
Name (first and last), the date/timestamp that the User last logged into the system (Last Login),
the number of days until their password expires (Password Expiration), and the number of days
until their security agreement expires (Sec. Agreement Expiration). Note: This button is
available to User Maintenance Administrators only. The results are color-coded to highlight
users whose security agreement and/or password has expired or is about to expire. The first 20
results are displayed and are initially sorted in ascending order by User Id, but may also be
sorted by Status, Name, Last Login, Password Expiration, and Security Agreement in either
ascending or descending order by clicking the up or down arrow next to the appropriate
column. You can change the number of results displayed by selecting a value from the “Show
entries” drop-down list. You may page through the results by using the “Previous” and “Next”
buttons as appropriate.

You may further refine your search by specifying a search string in the Search box. This
functions in the same manner as for the User Search Results above.
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RCRAINnfo User

ACTIVATING NEW ACCOUNT

User Maintenance Administrators approve or deny a User’s request for a RCRAInfo account.
This permission applies only to Users who are seeking an account under the sponsor for which
your User Maintenance permissions apply. For example, a Maryland User Maintenance
Administrator may only approve or deny requests made by Users who are requesting Maryland
sponsorship.

When a User requests a new account, the User Maintenance Administrators for that sponsor
will receive an email indicating that the User has requested a new account. There are multiple
ways in which the User Maintenance Administrator may get to the appropriate screen to
respond to this request: 1) Email; 2) Pending User Requests link; and 3) Tools / User
Maintenance selection. Each of these methods is described in further detail below.

EMAIL

Drear Johin H Smith <reratestermdi@gmail .corm=,

John Dioe <jdoe.ermail@epa.govs has requested a RCRAINfO account. Please click the link below to approve or disapprove this
reguest, Thark you for yvour prompt attention to this request,

Click here to approve or reject this request,

Thank, youl
RCRAINfo Team

When a User requests a new account for which you are a User Maintenance Administrator, you
will receive an email indicating that a request for a new account has been made. This email will
contain a link that will direct you to the requested User’s Request History tab of their User
Profile. If you are not currently logged into RCRAInfo when you click the link in the email, you
will be required to provide your user id and password before being directed to the Request
History tab.

PENDING USER REQUESTS

Search Links

o « Pending User Reguests
Basic Criteria o

= Translate Data
Handler Id Handler Name « PCE Data System
« 2013 - Biennial Report Cycle

= Multi-site Consent Agreement/Final Orders (CAFOs)

Active Sites Historical = Commitment Maintenance
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The “Pending User Requests” link on the RCRAInfo Home page indicates if you have outstanding
User requests for a module/component for which you are an Administrator. If you do not have
any outstanding requests, the badge (green) next to the link will show “0”. However, if the
badge next to the link is greater than or equal to 1, this indicates that you have one or more
outstanding requests.

Click the “Pending User Requests” link to see the outstanding requests under your purview.

Pending Reguests User Search

Pending User Requests

Show 20 ¥ entries Search:

Request Type User Id Name Organization Requested Date

Activation Eoe.emal\@epa.gov John @ Doe Environmental Pratection Agency 1272372015 08:53:38 AM

Showing 1to 1 of 1 entries Previous - Mext

You may further refine the pending requests displayed by specifying a search string in the
Search box. This search is limited to the requests already in the results set. This search is
conducted across all columns. For example, if you put ‘RON’ in the Search box, it will return all
Users in the results set that have the string ‘RON’ anywhere within the Request Type, User Id,
Name, or Organization (i.e., an email of ‘ronald.reagan@epa.goV’, a last name of ‘bronson’,
and/or an organization of ‘maryland department of environment’). This search is not case-
sensitive.

The Request Type, User Id, Name (First and Last), Organization, and Date Requested will be
displayed for the first 10 requests. You may change the number of requests displayed by
selecting a value from the “Show entries” drop-down list. The requests may be sorted by
Request Type, Email, Name, Organization and/or Date Requested by clicking the up or down
arrow next to the column. You may page through the entries by using the “Previous” and
“Next” buttons as appropriate.

A Request Type of "Activation" indicates that the User has requested a RCRAInfo account and is
waiting for a User Maintenance Administrator to approve or deny the request. Click the User Id

of the User of interest to process their request. You will be taken to the User Profile - Request
History tab.

TOOLS / USER MAINTENANCE
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m h )&, Reports - USITS /CW @ Documentation -

Maintenance
Search ks

User Management

« Pending User Requests @)
Utilities o My "Finish Later" Drafts

« Translate Data

Basic Criteria

You can also see outstanding User requests by clicking the “Tools” button at the top of the page
and selecting “User Maintenance”. The “Pending Users Request” page will be displayed (see
above for additional details).

APPROVING THE ACCOUNT

Regardless of the method by which you respond to the User's request (email, pending user
requests link, or tools/user maintenance), you will be taken to the Request History tab of the
User Profile.

User Profile FPermigsions Reguest History Motes

Activation Request

Type Status User

Activation FPending John Doe <jdoe.email@epa. govs
Requested By Date Sponsor

John Doe <jdoe.emailiiepa. gov= 12/2352015 08:53:38 AM aryland

=

Clicking the “Approve” button will activate the account with read-only permissions (see
“Granting Permissions” to assign permissions, other than “Read” to the User). Note: Please
verify that the User Id is associated with the Sponsor specified (i.e., if the User Id is
john.doe@maryland.gov, then the Sponsor should be Maryland. Please see below for
information on how to change a Sponsor. An email will be sent to the User indicating that
their account has been approved. Clicking the “Deny” button will deny the User's request to
obtain a RCRAInfo account. A pop-up window will be displayed allowing you to indicate why
this request is being denied. You may also move the slider box to "Yes" to permanently delete
the user from RCRAInfo. If you elect not to delete the user, the user profile information will
remain in the system. Regardless of whether the user is deleted, denying the User's request to
obtain a RCRAInfo account will prevent the user from being able to log into RCRAInfo. Click the
"Deny Activation Request" button to complete the denial process. An email will be sent to the
User indicating that their account has been denied. This email will include the notes that you
provided.
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If the Sponsor indicated is incorrect, click the "change" link next to the Sponsor. A pop-up
window will be displayed asking you to select the appropriate Sponsor for this user. If you are
not a User Maintenance Administrator associated with the new Sponsor, you will not be able to
approve the user. An email will be sent to the appropriate Administrator(s) alerting them that a
user is requesting an account and they will be able to approve or reject the user as appropriate.
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GRANTING PERMISSIONS

An Administrator may be a User Maintenance Administrator only, a Data Administrator only, or
both a User Maintenance and Data Administrator. Regardless of the type of Administrator, an
Administrator may only grant permissions for modules/components for which they are an
administrator. For example, a User Maintenance Administrator has the ability to grant User
Maintenance permissions and permissions associated with the RCRAInfo Industry Application.
However, a User Maintenance Administrator may or may not have the ability to grant
permissions for other modules/components. Conversely, a Data Administrator may grant
permissions for modules/components for which they are an Administrator, but may or may not
have the ability to grant permissions for User Maintenance. Additionally, Administrators may
only grant permissions for the entities for which they have been given administrator privileges.

Examples
e A User Maintenance Administrator for Maryland can grant user maintenance

administrator permissions for Maryland to any other RCRAInfo User (including users
whose sponsor is NOT Maryland).

e A Maryland Handler Data Administrator can grant Add/Update, Delete, or
Administrator permissions for Maryland's handler data to any other RCRAInfo User
(including users whose sponsor is NOT Maryland).

e A User who is both a User Maintenance Administrator for Maryland and a Maryland
Handler Data Administrator can grant appropriate permissions for both user
maintenance and handler.

e A User Maintenance Administrator for Maryland CANNOT grant user maintenance
permissions for an entity other than Maryland.

e A Maryland Handler Data Administrator CANNOT grant handler permissions for an
entity other than Maryland.

GRANT PERMISSIONS

To grant permissions, go to the User Profile — Permissions tab. The Administrator must first
select an entity from the “Permissions for Entity” drop-down list. This drop-down list will
contain all of the entities (States and/or Regions) for which the User currently has at least one
permission above Read-only. If the entity that you want to grant permissions for is not
displayed, the Administrator may select the entity by clicking the “Request Additional Entity
Permissions” button, then selecting the appropriate entity from the drop-down list.

User - John Doe <jdoe.email@epa.gov>
User Profile Permissions Reguest History Motes

Permissions for Entity

Select... v Reguest Additional Entity Permissions
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Note: In Version 5, permissions were assigned for each module. That permission applied to
all data within that module for which your agency was the Implementer of Record (IOR). For
example, if your agency was IOR for S, B, and T Evaluations in the CM&E module, and you had
Add permissions for the CM&E module, you could add S, B, and/or T evaluations within
RCRAInfo. In Version 6, the functionality of permissions and IOR have been merged. You may
now be granted Add/Update permissions for the S evaluation, but only Read permissions for
the B and T evaluations. The permissions for each combination of Module (handler,
permitting, CM&E, etc.), Category (events, units, evaluations, violations, etc.), and Value (S, E,
J, etc.) are assigned independently. Additionally, your permissions are no longer tied to the
agency for which you are associated. You may be granted permissions for data associated
with any entity (Region and/or State). This level of assignment allows for maximum flexibility
and additional capabilities that were not present in Version 5.

Grant Permissions for: Maryland

Module Permission Level Module Permission Level

H - Handler User Maintenance

Read v [Mane v

The screen will display all of the module/category/value combinations for which you have the
administrator permission. Initially, all permissions will be assigned as “Read” or "None". You
may individually set the permission for each module/category/value combination by selecting a
permission from the appropriate drop-down list.

Grant Perrissions for: Maryland

Module Permission Level Module Permission Level

H - Handler

=

Once you have set the permission for at least one module/category/value combination, the
“Grant” button will be displayed. After you have set every module/category/value combination
to the appropriate permission, click “Grant”.

User Maintenance

Add/Update v Mane v
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Grant Permissions Confirmation
The following permissions will be granted to the user John Doe <brendas@goldsystems. com= for Maryland.

Module Permission Level

H - Handler AddUpdate

Caonfirm Cancel

A confirmation of the permissions that you are granting will be displayed. If these permissions
are correct, click “Confirm”. An email will be sent to the User indicating that permissions have
been granted for their account. If the permissions presented are incorrect, or if you choose not
to grant these permissions, click “Cancel” to abort the grant process.

REQUEST PERMISSIONS

A User may require permissions for modules/categories/values for which you do not have
administrator permissions. For example, a User associated with Region 3 may have a need to
have Add/Update permissions for Virginia's Handler data. An Administrator who cannot grant
these permissions may request these permissions on behalf of the user.

Reguest Permissions for: %irginia b
Module Permission Level Module Permission Level
H - Handler ] g User Maintenance s g

To request permissions for which you are not an Administrator, go to the User Profile —
Permissions tab. The Administrator must first select an entity from the “Permissions for Entity”
drop-down list. This drop-down list will contain all of the entities (States and/or Regions) for
which the User currently has at least one permission above Read-only. If the entity that you
want to request permissions for is not displayed, the Administrator may select the entity by
clicking the “Request Additional Entity Permissions” button, then selecting the appropriate
entity from the drop-down list.

Click the “Request Permissions For” link at the bottom of the screen. The screen will display all
of the module/category/value combinations for which you do not have the administrator
permission. Initially, all permissions will be assigned as “Read” or "None". You may individually
request the permission for each module/category/value combination by selecting a permission
from the appropriate drop-down list.
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Reguest Permissions for: Yirginia v
Module Permission Level Module Permission Level
H - Handler Add/Update v User Maintenance 0eme v

i

Once you have requested the permission for at least one module/category/value combination,
the “Request” button will be displayed. After you have set every module/category/value
combination to the appropriate permission, click “Request”.

Fequest Permissions Canfirmation
The following permissions will be requested fram Data Owners for the user John Doe <jdoe.emailifepa. gov=.

Module Permission Level

H - Handler Add/Update

Confirm Cancel

A confirmation of the permissions that you are requesting will be displayed. If these
permissions are correct, click “Confirm”. An email will be sent to all Administrators associated
with this entity for the module/category/value combinations selected. Additionally, an email
will be sent to the User indicating that additional permissions have been requested on their
behalf. If the permissions presented are incorrect, or if you choose not to request these

permissions, click “Cancel” to abort the request process.
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GRANTING REQUESTED PERMISSIONS

Administrators may request permissions for which they are not an administrator, for
themselves or for other users. When a request is made, an email is sent to the Administrator(s)
of the requested permission(s). There are multiple ways in which the Administrator may get to
the appropriate screen to respond to this request: 1) Email; 2) Pending User Requests link; and
3) Tools / User Maintenance selection. Each of these methods is described in further detail
below.

EMAIL

Diear Johin Smith<rcratestermd@gmail .coms=,

The following privileges are being reguested for Jobn Doe < jdoe.emaili@epa.gov > for Maryland. If appropriate, please grant
these permissions at vour earliest convenience,

Module Current Level Requested L evel
H -Handler Read AddUpdate
User Maintenance None Active

Click here to approve or reject these privileges.

Thiark youl
RCRAINfo Tearmn

When an Administrator requests new permissions for a User, all Administrators that are an
administrator for at least one module requested will receive an email indicating that a request
for new permissions has been made. Note: The email will only show the requested modules
for which you are an Administrator. This email will contain a link that will direct you to the
requested User’s Request History tab of their User Profile. If you are not currently logged into
RCRAInfo when you click the link in the email, you will be required to provide your user id and
password before being directed to the Request History tab.

PENDING USER REQUESTS

Search Links

Basic Criteria | - %endlng User Reguests (1] |

« Translate Data
Handler Id Handler Name « PCE Data System
« 2013 - Biennial Report Cycle
« Multi-site Consent Agreement/Final Orders (CAFOs)
« Commitrnent Maintenance

Active Sites Historical
The “Pending User Requests” link on the RCRAInfo Home page indicates if you have outstanding

User requests for a module/component for which you are an Administrator. If you do not have
any outstanding requests, the badge (green) next to the link will show “0”. However, if the
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badge next to the link is greater than or equal to 1, this indicates that you have one or more
outstanding requests.

Click the “Pending User Requests” link to see the outstanding requests under your purview.

Pending Reguests User Search

Pending User Requests

Show 20 v ontries Search:

Request Type User Id Name Organization Requested Date

Activation Eoe.emai\@epa.gov John O Daoe Environrmental Protection Agency 1242372015 08:53:38 AM

Showing 1to 1 of 1 entries Previous - Mext

You may further refine the pending requests displayed by specifying a search string in the
Search box. This search is limited to the requests already in the results set. This search is
conducted across all columns. For example, if you put ‘RON’ in the Search box, it will return all
Users in the results set that have the string ‘RON’ anywhere within the Request Type, User Id,
Name, or Organization (i.e., an email of ‘ronald.reagan@epa.goVv’, a last name of ‘bronson’,
and/or an organization of ‘maryland department of environment’). This search is not case-
sensitive.

The Request Type, User Id, Name (First and Last), Organization, and Date Requested will be
displayed for the first 10 requests. You may change the number of requests displayed by
selecting a value from the “Show entries” drop-down list. The requests may be sorted by
Request Type, Email, Name, Organization and/or Date Requested by clicking the up or down
arrow next to the column. You may page through the entries by using the “Previous” and
“Next” buttons as appropriate.

A Request Type of "Activation" indicates that the User has requested a RCRAInfo account and is
waiting for a User Maintenance Administrator to approve or deny the request. A Request Type
of "Authorization" indicates that the permissions have been requested on behalf of the User
and is waiting for the appropriate Administrator to approve or deny the request. Click the User
Id of the User of interest to process their request. You will be taken to the User Profile -
Request History tab.

TOOLS / USER MAINTENANCE
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mﬁ, fo Reports - USITS / CM Documentation - Brenda

Maintenance
Search ks

User Management

« Pending User Reguests @)
Utilities o My "Finish Later" Drafts

« Translate Data

Basic Criteria

You can also see outstanding User requests by clicking the “Tools” button at the top of the page
and selecting “User Maintenance”. The “Pending Users Request” page will be displayed (see
above for additional details).

GRANTING REQUESTED PERMISSIONS

Regardless of the method by which you respond to the User's request (email, pending user
requests link, or tools/user maintenance), you will be taken to the Request History tab of the
User Profile.

User - Mary Jones <admin@regioni.gov=
User Profile FPermissions Request Histary Motes
Permission Request

Requested Date Status Requested By
01/413/2016 09:56:28 AM Pending John Q Doe <jdoe. emaili@epa. govs

Entity: Massachusetts

Module Old Permission Level New Permission Level
User Maintenance Mane Active Approve
H - Handler Read Add/Update Pending

All of the permissions requested will be displayed, however, the "Approve" and "Deny" buttons
will only be displayed next to permissions for which you are an Administrator. From this screen
you can see the date in which the request was made, the status of the request, who made the
request, the entity for which permissions are being sought, and the module / permission level
that is being requested.

APPROVE REQUESTED PERMISSIONS
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Requests

Authorization Reguest

Type Status User

Authorization Pending Mary Jones <admin@@region] govs
Requested By Date

John Doe <jdoe.email@@epa. govs 01/13/2016 09:56:25 A

State: Massachusetts

Module Current Permission Level Requested Permission Level

Uzer Maintenance Mone Active Fending

H - Handler Read AddfUpdate W|7|

To approve the requested permission, click the "Approve" button next to the appropriate
permission. Note: The permission may only be approved for the level requested. An email
will be sent to the user informing them that the permission has been approved. The "Approve"
and "Deny" buttons will be replaced with a "Granted" button. By clicking this button, you can
see the details associated with this approval included who granted the permission and on what
date.

1 Permission Granted

Granted By

ally Brown
<admin. handler@@ma.states

Granted Date
015132016 02:44:54 P

Granted €

)

DENY REQUESTED PERMISSIONS

202



RCRAInfo Help and Guidance

Perrmission Request

Requested Date Status Requested By

011372016 09:56:28 A Fending John O Doe <jdoe.email@epa. govs

Entity: Massachusetis

Module Old Permission Level New Permission Level
User Maintenance Mane Active Approve
H - Handler Read Add/Update

Granted €

To deny the requested permission, click the "Deny" button next to the appropriate permission.

Confirm Authorization Request Denial

Please enter your note text

Cancel

Deny Authorization Reguest

A pop-up window will display prompting you to provide a reason why this request is being
denied. Note: The notes WILL be included in the email sent to the user indicating why the
request was denied. Click the "Deny Authorization Request" button to deny the request. The
"Approve" and "Deny" buttons will be replaced with a "Denied" button. By clicking this button,
you will see the details associated with this denied request including who denied the request,
the date the request was denied, and the comments provided.
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Permission Denied

Denied By

Fobert Smith
<admin.usen@ma.states

Denied Date
014132016 03:05:39 P

Denial Comment

At this time, Massachusetts does not
have a need to have a Region 1
ermployvee approve Massachusetts
Users.

‘ Denied
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USER PROFILE

User Maintenance Administrators may revise a User’s profile information. The User’s profile
information can be found on the User Profile tab of the User Profile screen. An Administrator
cannot change a User’s Id or name, only the User themselves can change that information.

The following describes additional functions the User Maintenance Administrator may perform
from the User Profile tab.

ACTIVATE / DEACTIVATE AN ACCOUNT

A User Maintenance Administrator has the ability to Activate or Deactivate ANY user.

User Profile Permissions Reguest Histary Motes
User Profile
User Id First Name Middle Initial Last Name
Jdoe.emailEepa. gov John ] Doe
Status Created Last Password Reset Security Agreement
Inactive 1242372015 08:53:37 AM 1242372015 08:53:37 AM

=

If the User's account is inactive (i.e., it is a new account or the account has been deactivated
for any reason), the User Maintenance Administrator can make the account active by clicking
the “Activate” button.

Uzer Profile Permizsions Reguest History Motes
User Profile
User Id First Name Middle Initial Last Name
jdoe.emailé@epa. gov John Q Doe
Status Created Last Password Reset Security Agreement
Artive 12/23/2015 08:53:37 AM 12/23/2015 08:53:37 AM

W vord Reset

If the account is already active, a “Deactivate” button will replace the “Activate” button, and
the Administrator can make the account inactive. Itis recommended that accounts be
deactivated when a User permanently leaves employment, when a User takes an extended
leave from employment, and/or when a User may cause harm to the RCRAInfo application.
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PASSWORD RESET

A User Maintenance Administrator can also require a User to change their password by clicking
the “Send Password Reset” button. This action will invalidate the User’s credentials and will
send an email to the User with instructions of how to change their password. The User’s
credentials will be invalid until the password is properly reset. Note: A User Maintenance
Administrator can never assign a password to a User. The Administrator may force a User to
change their password, but the new password is assigned by the User, not the Administrator.

UPDATE PROFILE

Contact Information

Phone Number * Extension V5 3-character User Id
781-234-5675

Organization | Agency * Contractor
Environmental Protection Agency v No

Address Line 1 *

1234 Main Street
Address Line 2
Zip * city * state *

22201 Arlington VIRGINIA

Edit

Update

The User Maintenance Administrator may revise any or all of the contact information
associated with the User including telephone number, organization, and address. Once the
revisions have been made, the Administrator will click the “Update” button to save the
information. An email will be sent to the User indicating that revisions were made to their
profile.
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REQUEST HISTORY

A history of requests is maintained to show when users were created, activated, and authorized

for various activities within the application. To see the request history for a given user, click the

"Request History" tab on the User Profile screen.

The Request History tab will show the Initial Activation Request and Permission Changes. Each

request will show when the request was made, the status of the request, the administrator that

granted or denied the request, and the date that the request was granted or denied. Below is a
sample of the information that you would see on the Request History screen for a RCRA User.

User - John Doe <jdoe.email@epa.gov>
User Profile Permissions Request History Motes
Permission Change

Changed Date Changed By
03/15/2016 12:50:33 P John Smith <rcratestermd@gmail.coms=

Entity: Marylanc

Module Old Permission Level
Handler Read
User Maintenance hone

Initial Activation Request

Requested Date Status

037152016 12:46:40 P Granted

Approved Date Approved By

03/15/2018 12:50:11 FM Johin Smith <rcratestermd@gmail.com:=
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USER NOTES

Administrators may create notes associated with a User's account. To access these notes, click
the Notes tab from the User's Profile.

User - John Doe <jdoe.email@epa.gov=>

Uszer Praofile FPermizsions Request History Motes
Mote #1

Type Author Written

Enternal John Srith<rcratestermd@gmail. com: 124232015 11:03:57 Ak
Note Text

Granted Add/Update permissions for the Maryland Handler Module.

Create a Mote

CREATE A NOTE

e Mote

Mote Type *

Internal v

Please enter your note text %

Cancel

To create a note that will be associated with this User's account, click "Create a Note". A pop-
up box will be displayed where you will enter the Note Type and the text of your note. There
are two types of notes: 1) Internal and 2) External. Internal notes can only be seen by
Administrators. External notes can be seen by any Administrator and the User associated with
the account. If you do not want your notes to be seen by the User, select Internal (this is the

default). Once you have entered your text, click "Save". Note: Currently there is no way to
delete a note once it has been created.
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DELETING A USER

User Maintenance Administrators may remove a "RCRA" (i.e., CDX users CANNOT be deleted in
this manner) user entirely from RCRAInfo if the user meets one of the following conditions:

e the user registered for a RCRAInfo account but never verified their email address (i.e.,
did not click the link provided in the verification email);

o the regulator denied the user's request for a RCRAInfo account;

e the user has been deactivated AND does not have any module permissions or
permission requests Note: It may be necessary to deactivate a user and/or remove
previously granted permissions before deleting the user.

To delete a user, find the appropriate user using the User Search function. Next, from the User
Profile tab, click the "Delete" button. Note: The "Delete" button is present only if the user
meets one of the conditions listed above. A pop-up window will ask you to confirm that you
want to delete the specified user. Click the "Continue" button to confirm your intention to
delete the user. Once you click the "Continue" button, the user will be deleted including their
profile information. Note: This operation cannot be undone.
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RCRAInfo Industry User

AUTHORIZATION REQUEST

Industry User Maintenance Administrators approve or deny an Industry User’s request for
access to a site. This permission applies only to Industry Users requesting sites located in the
State for which you have the Industry User Maintenance permissions. For example, a Maryland
Industry User Maintenance Administrator may only approve or deny requests made by Users
who are requesting sites located in Maryland.

When a User requests access to a site and that site does NOT have a site manager, the Industry
User Maintenance Administrators for the State in which that site is located will receive an email
indicating that the User has requested access to a site in their State. There are multiple ways in
which the Industry User Maintenance Administrator may get to the appropriate screen to
respond to this request: 1) Email; 2) Pending User Requests link; and 3) Tools / User
Maintenance selection. Each of these methods are described in further detail below. Note: If
the site requested does have a site manager, the Industry User Maintenance Administrator
will be able to view the request, but the Industry User Maintenance Administrator should
allow the site manager to act upon the request. If the request is not acted upon in a timely
manner, the Industry User Maintenance Administrator may approve (or deny) the request or
contact the site manager to determine the proper course of action.

EMAIL

Drear Brenda MNeel <bneel@goldsysterms .com =,

The following site permissions are being requested for John Q Public <JOHMN_PUBLIC = for Utah, If appropriate, please grant these permissions
at vour earliest convenience,

Permissions

odule Current Level Requested Level
Biennial Repart Mone Certifier
myRCRAId Mone Certifier

Sites

Site 1d Site Name

UTROO0DOODS10 WALk ART SUPERCENTER # 4208

UTRODDOOB011 WALMART SUPERCENTER #5350

UTROD00D3284 WALRMART SUPER CENTER #3583

Click here to spprove or reject these privileges.

Thank, youl
RCRAINfo Team

When a User requests a site for which you are a Industry User Maintenance Administrator and
the site does not have a site manager, you will receive an email indicating that a request for
access to a site(s) has been made. This email will contain a link that will direct you to the
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requested User’s Request History tab of their User Profile. If you are not currently logged into
RCRAInfo when you click the link in the email, you will be required to provide your user id and
password before being directed to the Request History tab.

PENDING USER REQUESTS

Search Links

» Pending User Reguests
Basic Citea L s O |

« Translate Data
Handler Id Handler HName « PCE Data System
« 2013 - Biennial Report Cycle
« Multi-site Consent Agreement/Final Orders (CAFOs)
= Commitment Maintenance

Active Sites Historical

The “Pending User Requests” link on the RCRAInfo Home page indicates if you have outstanding
User requests for a module/component for which you are an Administrator. If you do not have
any outstanding requests, the badge (green) next to the link will show “0”. However, if the
badge next to the link is greater than or equal to 1, this indicates that you have one or more
outstanding requests.

Click the “Pending User Requests” link to see the outstanding requests under your purview.

Pending Requests User Search

Pending Requests

Shaw | 20 v entries Search

Reguest Type User Id Name QOrganization Requested Date

SiteAuthorization JOHN_PUBLIC John & Public Walmart 0172372018 03:30:13 PM

You may further refine the pending requests displayed by specifying a search string in the
Search box. This search is limited to the requests already in the results set. This search is
conducted across all columns. For example, if you put ‘RON’ in the Search box, it will return all
Users in the results set that have the string ‘RON’ anywhere within the Request Type, User Id,
Name, or Organization (i.e., an email of ‘ronald.reagan@epa.goV’, a last name of ‘bronson’,
and/or an organization of ‘maryland department of environment’). This search is not case-
sensitive.

The Request Type, User Id, Name (First and Last), Organization, and Date Requested will be
displayed for the first 10 requests. You may change the number of requests displayed by
selecting a value from the “Show entries” drop-down list. The requests may be sorted by
Request Type, Email, Name, Organization and/or Date Requested by clicking the up or down
arrow next to the column. You may page through the entries by using the “Previous” and
“Next” buttons as appropriate.
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A Request Type of "SiteAuthorization" indicates that the User has requested access to a site and
is waiting for a site manager (if the site has a site manager) or Industry User Maintenance
Administrator to approve or deny the request. Click the User Id of the User of interest to
process their request. You will be taken to the User Profile - Request History tab.

TOOLS / USER MAINTENANCE

‘ mﬂ,}, Reports - USITS /A Documentation - Brenda &L -

Maintenance
Search ks

User Wanagement
« Pending User Requests
Utilities s Wiy "Finish Later" Drafts
« Translate Data

Basic Criteria

You can also see outstanding User requests by clicking the “Tools” button at the top of the page
and selecting “User Maintenance”. The “Pending Users Request” page will be displayed (see
above for additional details).

APPROVING THE REQUEST

Regardless of the method by which you respond to the User's request (email, pending user
requests link, or tools/user maintenance), you will be taken to the Request History tab of the
User Profile. The industry requests under your purview that do NOT have an associated Site
Manager will be displayed as indicated by the Responsible Reviewer "Regulator" value. To see
the requests that do have an associated Site Manager, select "Regulator or Site Manager" in the
Responsible Reviewer drop-down list. The title associated with the request indicates whether
the request should be acted upon by the regulator or by a Site Manager. Requests that should
be acted upon by the regulator will have a title of "Site Authorization By Regulator" and
requests that should be acted upon by the Site Manager will have a title of "Site Authorization
By Site Manager". Note: If the site requested does have a site manager, the Industry User
Maintenance Administrator will be able to view the request, but the Industry User
Maintenance Administrator should allow the Site Manager to act upon the request. If the
request is not acted upon in a timely manner, the Industry User Maintenance Administrator
may approve (or deny) the request or contact the Site Manager to determine the proper
course of action.
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User - John Public <JOHN_PUBLIC>

User Profile Site Permissions e-Signature Agreement Request Histary APl Access MNotes

Industry Site Authorization Request
Requested Date Status Requested By
01/23/2018 03:30:13 FM Pending John Q Public <JOHM_FUBLIC=

Requested Permissions

Eiennial Report (Certifier), myRCRAI (Certifier)

Show | 5 v entries
Site ID Z  Site Name Address City State Action
UTROOODODB1D WALMART SUPERCENTER #4208 2705 BAST PARLEYS Wiy SALT LAKE CITY ut
UTRO00008011 WWALMART SUPERCENTER #5350 4527 SOUTH 900 EAST SALT LAKE CITY uT
UTRO00008264 WALMART SIUPER CENTER #3589 350 WEST HOPE AVENUE SALT LAKE CITY urt

Showing 1to 3 of 3 entries

Clicking the "paper" icon next to the Site ID opens a new tab displaying the source records
associated with this site. This information can be extremely useful for the regulator to
determine if the request is legitimate and should be approved or denied. Clicking the
“Approve” button will grant the permissions specified under the Requested Permissions label to
that specific site or clicking the "Approve All" button will grant the requested permissions to all
of the sites listed that have not been approved or denied individually. An email will be sent to
the User indicating that their access has been approved. Clicking the “Deny” or "Deny All"
button will deny the requested permissions for the sites listed, leaving the permissions (if any)
at there current settings. A pop-up window will be displayed allowing you to indicate why this
request is being denied. An email will be sent to the User indicating that access to their
requested sites have been denied. This email will include the comments that you provided.
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SITE PERMISSIONS

The site permissions associated with an Industry User can be found on the Site Permissions tab
of the User Profile screen. The Activity Loca